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PREPARATION OF STATE AND COUNTY CLAIMS FOR SALARY AND 
SALARY CERTIFICATES ~~ METHOD OF COMPUTATION 


(2) Formal Appointees. Formal appointees, if it:4e desired, 
may be paid in semi-monthly periods and Form AAA~22 may be used for certifi- 
cations. If paid in semi-monthly periods, the service certificate should 
be made. out on the 15th and the last day of each month. This form should 
be made out, in quadruplicate, by the State office; the original should 
be certified to by the State Director of Extension Work or his authorized 
agent, and this original, and two copies, should be transmitted to the 
Director of the Western Division, Agricultural Adjustment Administration, 
Washington, D. C. . 


After the word "Month" should be entered the month in which the sere 
vices were performed. 


In the case of formal appointees, it will not be necessary to enter 
anything after the Letter of Authorization number. 


The State code should appear in the upper righthand corner of 
the temporary service certificate (Form AAA~22),* ond the code numbers 
to be used are those issued by the Bureau of Agricultural Economics, 
Divisidn of Crop and Livestock Estimates, U.S. Department of Agriculture. 


In the column marked "Address", if it is desired that the checks 
be cleared through the State Office, the address should be indicated as 
in care of the State Director of Extension at his address. 


The dates to be entered in the columns headed "From" and "To!" 
under "Period of Service" should be regarded as INCLUSIVE,—~ that is, 
the certification by semimmonthly periods should be from 1 to 15 
(inclusive) and from 16 to the last day of the month (inclusive), and 
NOT from 1 to 15 and from 15 to the last day of the month. 
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* Specimen copies of the various forms referred to herein are attached 
at the end of this circular. 
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In the column headed "Remarks", in case of a full day's work, 
enter the date; in case of a partial day's work, enter the date, and 
immediately following, in parenthesis, the hours actually worked. For 
instance, the employee worked April 7 from 8 A.M. to 12 Noon: this 
information is to be entered in the "Remarks" column as follows: "7 
(8A.Me to 12 Noon)." In case the "work" line immediately following 
the employee's name is not sufficient ‘for the days or parts of days 
on which he worked, continue the dates: on t he next line, using only the 
column headed "Remarks". se 


If at any time, in the case of employees holding a formal 
appointment on a when~actually~employed basis, it is necessary to per= 
form services on Sunday, the certificate: ‘should be accompanied by 2 
memorandum outlining the necessity for such services pas mays 


In no case may any employee receive ose See ee s salary 
from Government funds, een aie source, for services performed in 
any one daye As deans be a 


(b) Em ates es under Letter of. Authorization ee Employees 
employed under Letter of Authorization are to de paid. on a monthly basis 


and on the last day of each month temporary service certificate (Form 
AAA~22) should be used for certification of their services. Form AAA~22 
should be+made out in quadruplica ate; the original should be certified. 

to by the State Director of Extension Work or ‘his authorized agent, and © 
this original, and two copies, should be transmitted ‘to the Director of 
the Western Division ‘in, Washington, Deeoss "| 


One set a forms should be made out for a State . ees empl qyees 
and one for each county office. 


After the word "Statell, at the top of the form,, shoulc appear 
the name of the State, and immediately following, in parenthesis, the 
county, if the form is being BUenaney for county employees. 


The State and county code (if Scohieeteree should appear 
in the upper righthand corner of the Temporary Service Certificate 
(Form AAA-22). The State and county. code PONE S to be ies are those 
previously mentioned. 


After the word "Month" shoulé’ be entered the | name of hi month 
in which the services were performed. | 


After the letters "L.A. Noe" should appear the number of the 
Letter of Authorization under which the personnel were hired.. On the 
next blank should appear the date of the Letter of Authorization. 


In the first subdivision of the form, under the word "Name", 
the name of the employee’ for whom services are being claimed and 
the designation:must be entered showing the He O. grade and title of 
the enployee as indicated in ‘your Letter of Authorization. 


If both State and county salary checks are to clear through 
the State Office, enter the words "In Care of the State Director of 
Extension" in the column headed "Address". 
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The remaining subdivisions of the form should be filled out 
in the same manner'as indicated in the preparation of service certi+ 
ficates for Formal Appointees. eee 

A file for Form AAA~22 should be maintained, with a folder for 
the State Office and a separate folder for each county office. Payroll 
forms should be filed in*these folders, in date sequence. 


TRAVEL EXPENSE VOUCHERS (FORMS 1012 and 1012a) 


FOR STATE COMMITTEEMEN, AND ANY OTHER STATE 
OFFICE EMPLOYEES HOLDING A FORMAL APPOINTMENT 
FROM THE SECRETARY OF AGRICULTURE 


Any employee holding a formal appointment from the Secretary 
of Agriculture who is required to perform travel on official business 
will be issued a Letter of Authorization direct from the Washington 
office, and should prepared Reimbursement Vouchers (Standard Forms 1012 
end 10122) in accordance with the following instructions: 


Under "Appropritation", enter "36 /'7571.1~0700, Conservation 
end Use of Agricultural Land Resourtes, Department of Agriculture, 
1936~1 937, Agricultural Adjustment Administration." 
After 0700 enter your State and county code number. (For instance, 
Moffat County, Colorado, would read 36/7571.1-0700~84~041.) 


On the line marked "Payee" should be entered the name of the 
employee claiming reimbursement. 


On the line marked "Address" should be entered the address to 
which the check in payment of the claim should be sent. If checks in 
payment of all travel vouehers are to be cleared through the State 
office, the address inserted should be in care of the Director of 
Extengion at his address. 


After "Official Headquarters" should bo entered the place 
designated as the employce's Official Station. 


Dates of beginning and ending of travel covered by the voucher 
and date of authorization, and total amount of voucher, should be 
entered in the proper places on the face of the voucher. 


Travel accounts should be submitted for the calendar month 
whenever possible, except when this would be in the middle of a return 
trip to the employee's official stations It is suggested that in such 
instances vouchers be submitted to include the completion of the trip 
nearest to the end of the calendar month concerned; that is, if the 
employee should return to his official station on the 28th or the 29th 
or on the 2nd or 3rd, accounts should include claims for total reimburse 
ment allowable until the time he has returned ‘to his official station. 
The payee should sign Form 1012, in the space following the word "Payee", 
with the signature followed by his official title. This signature 
should be an exact duplicate of the name and initials indicated in the 
Letter of Authorizatione 
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The account must be notarized, making sure that the notarial 
seal is placed on the face of the voucher, or it may be certified to by a 
postmaster, assistant postmaster, or acting postmaster, who will place 
the cancellation stamp on the voucher in lieu of the notary seals 


‘If, for some reason, it is not feasible for the voucher to cover 
the complete trip, fill in Items 1 and 2, or 3, whichever applies, in 
"Itemized Schedule of Travel and Other Expenses". (See Paragraph 48 
(a) "Government Travel ReeUh OLC a ) 


In the space ‘prey ided: for the signature of the immediate super- 
vising officiel, the Director of Wea peisrachsy os his authorized agent should 
indicate his approval. 


Under "Character of Expenditure",. the employee should start his 
account by stating the date and time he left his official headquarters, 
and then itemize his expenses according to dates (See Paragraph 48 
"Government Travel Regulations".) 


Give the date and the time of arrival at, and departure from, 
every point visited, unless such date and time are itemized in the 
"Statement of Travel Performed With Automobile" (Form 15-A) or U.S.D.A. 
Form 22. 


‘Taxi fare may be cla 2imed only to and from common-carrier station 
to hotel or home, or to and from common-carrier station to place wher¢ 
official business is transacted. (See Para grepoh 8 (a) "Government Travel 
Regulations".) 


If claim for. reimbursement for checking baggage is made, the 
number of pleces. checked must be showne 


For local phone calls,, the number of calls, and the rate per 
call, and the fact that the call was made on official business, must 
be indicated. (See Paragraph 69, 80(a), and Buea "Government 
Travel Regulations".) 


For long-distance phone calls, the name of the party, the place 
called, the time consumed by the call, and the fact that the call was 
on official business, must be showmme In making long-distance calls 
the employee should ‘be careful to instruct the operator that the call 
is on official Government business and that no charge should be made 
for Federal tax. 


For any ‘long-distance call the cost of whichis: one dollar 
($1.00) or more a receipt must be obtained. If the call was made from 
a public pay telephone and a receipt could not be secured, the Ee 
must state on the voucher "Call made from public pay telephone." 


In sending a telegram, a copy, with the amount charged shown 
thereon, must accompany the voucher. This copy of the telegram must 
bear the date and the stamp. of the company transmit ting the telegrame 
All telegrams must be sent at Government rate, and this rate, which 
is 40% of the commercial rate, mast be insisted upon. (See Paragraph 
Bei, leoperaneae Travel and Regulations.") 
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A claim for any cash expenditure of $1.00 or-more must be 
supported by a receipt. This receipt must be signed by an officer of 
the firm, with the firm name and his name and title. 


If cash fare is paid on train or bus, receipts must be obtained 
and submitted with the voucher, and an explanation given why Government 
Transportation Requests were not used. (See Paragraph 20, "Government 
Travel Regulations". ) 


Where Government Transportation Requests are used, the duplicate 
copies of such Requests must accompany the voucher for all travel per=- 


“formed and covered by that vouchers 


When private automobile is used, mileage covered daily should be 
shown on U.eS.D-A. Form 22, or Form Noe 15-4. Mileage must start and end 
at the corporate limits of the traveler's official station. 


The means of transportation between each and every point visited 
must be itemized in the voucher, either on Form 1012 or Form 15-A. If 
any transportation is gratis, the itemization must bear exactly this. 
notation; "Travel was accomplished at no additional expense to the 
UeSe Government". 


Per diem is figured on a one~quarter-of-a-day basis. The 
division in time is from 12 Midnight to 6 AeMe; from 6 A.M. to 12 Noon; 
from 12 Noon to 6 P.Me; from 6 PeMe to le Midnight. Any fractionof any 
of the above quarter-day periods will be considered as a quarter of a 
days Per diem may begin during: any quarter~of=a~day period. iz a trip 
is of less than 24 hours! duration, per diem is for six-hour periods 
beginning at time of departure. Ifa trip. is performed entirely in the 
period 8 A.M. to 6 P.M. no per diem may be claimed. For travel started 
between 12 Midnight and 8 A.M. and completed before. 6 P.Me, or travel 
started after 8 A.M. and completed after 6 PeMe on the same cay, ‘ 
explanation of the necessity for performing such travel during these 
hours must be made. Care must be used in making out accountse Writing 
should be plain, and no erasures mey be made unless they are initialed 
by the payece Accounts must be approved by the Director of Extension 
or his authorized agente 


NOTE: 1t will be necessary to submit Form AAU-9 also in cases 
where a comparative statement of cost is required. 


Reimbursement for use of personally ownca. automobiles is allowed 


or other mode of transportation. In the preparation of the "Comparative 
Statement of Cost of Travel by Personal Automobile and by Railroad or 
Other Common Carricr" (Form AAU~9), the following points should be 

taken into consideration: 


(1) Cost by common carrier: Round-trip fare by 


railroad or other means of public transportation, 
plus pullman if used, and per diem in licu of 
subsistence while int ravel statuse 


(2) The mileage beginning and ending at the cor- 
porate limits of the official station, at the 
authorized rate, plus per diem in lieu of sub-. 
sistence while intravel status. 


The amount under (2) may not be Peete if it is 
in excess of the amount in Clips 
Pi a 
Where travel is of a of a sufficiently rural nature, or where common 
carrier is not available, it will not be necessary to submit Form AAU-9, 
Statement of Comparative Cost. 


In such instances, this fact must be clearly stated on the reim+ 
bursement voucher, and the statement of travel by motor vehicle must 
show the places or points of travel, together with the number of miles, | 
and the mileage rate and the. total eee claimed. Time of arrival at 
and departure from all points visited should be shown. 


A memorandum from the Acting Director of Finance of the UeS. 
Department ot Agriculture dated April 16, 1936, quoting a decision of 
the Comptroller General of the United States with reference to the 
necessity for speedometer readings in connecting with all.automobile 
travel, requires that all claims for reimbursement for mileage must be 
supported by speedometer readingse 


TRAVEL EXPENSE VOUCHERS FOR COUNTY OR COMMUNITY COMMIT TEEMEN 
. (FORMS 1012 and 1012a) pis 


All claims for reimbursement for travel and subsistence must 
be accompanied by the original Letter of Authorization, in duplicate, . 
Signed by the State Director of Extension authorizing the travel. | 
These forms should be filled out in the same manner as ihdicated in 
the above instructions to employees holding official Letters of 
Authorization from Washingtm, except that on the face of the voucher 
the Director's Letter of Autmrity number under which this expense 
was incurred should be shown. All vouchers must be certified to by 
the Director of Extension or his authorized agent. 


THE USE OF FORM 15~A OR U.S.D.A. FORM 22, 
BITHER OF WHICH MAY BE USED FOR STATEMENT 
OF TRAVEL PERFORMED BY PERSONALLY OTMNED 

' AUTOMOBILE 


If U.S.D.A. Form 22 is used, enter "Western Division" in the 
space after "Division". In the case of either of these forms, fill 
in the name of the make of the motor vehicle and the owner of it, in 
the blank spaces at the top of the respective form. In the line — 
"Period from —-—--- to ——------!" give dates (month, day, and year) 
to include all travel covered by the voucher. In the body of the Form 
give all the information called for, including time a areive: at and. 
departure from each point visited. 


Pay fen) 


Under the word "From" enter the name of the nearest tom or 
village, and under the word "To" enter the name of the nearest tom or 
village visited.. i talent ee 


A committeeman's home may not actually be located in the town 
designated as his official stavion. He must place himself in his 
official station at no cost to the U.S. Government. However, if the 
starting point of his travel is between his official station and the 
place he is going to, he may claim the actual mileage traveled, if such 
mileage is not more than the mileage between his official station and 
the said placee 


If travel is performed by personally o med motor vehicle be- 
tween points serveé by common carrier, and no rural stops are made 
en route fos transaction of official Government business, Form AAU~9 
must be prepared and be submitted with the expense account in the 
same manner as outlined on Page 6. All of the information called for 
on this form must be submitted, as these reports are checked for 
accuracy and the peyment for mileage claims depends upon the proper 
submission of these formse 


If the official headquarters is an incorporated city or town, 
only mileage outside the corporate limits may be claimed. The following 
statement must appear above the signature of the payee: ‘None of the 
mileage claimed is within the corporate limits of my official station." 


Postmasters and their assistants are authorized by law to 
certify to expense vouchers without charge, where such certification 
is necessary for official businesse 


If a page of either of these forms is not a continuation of 
@ preceding page, it must be signed (bs the payee) in the space 
indicated at the bottom of the pagee 


HANDLING OF ALL EXPENSES OTHER THAN SALARIES AND 
TRAVEL EXPENSES 


All expenses incurred, both for the State Office end the County 
Association, must be submitted to Vashington for payment on Standard 
Form Noe 1034 and 1024a.. Such expenses shoulé include rent, telephone 
service, telegraph service, repairs (if any), freight and express 
charges, end any miscellaneous supplies or equipment which it was 
necessary to purchase locally. In the case of repairs, care must be 
taken that no expense is inourred in. the repair of other than Gcvern- 
ment—owned property.» Except in an emergency, supplies and equipment, 
which may be obtained on requisition from Washington, trust not be 
purchased locally, as vouchers requesting payment for such items will 
not be approved for payment. In no event is it permissible to make 
purchases or contracts for services, the accumulative amount of which 
will be in excess of fifty dollars ($50.00), unless formal bids are 
received in accordance with Government regulationse (Sec Paragraph 
23, Fiscel Regulations, Department of Agriculture.) 
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Supplies and equipment ordered sent from Washington will be 
forwarded promptly. 


INSTRUCTIONS FOR THE PREPARATION OF STANDARD FORM 1034 
(PUBLIC VOUCHER FOR PURCHASES, AND SERVICES OTHER THAN PERSONAL) 


On "Voucher Prepared" line enter the place and date. On the 
"Appropriation" line enter "36/7571.e1 — Conservation and Use of 
Agricultural Land Resources, Department of Agriculture, 1936 — 1937, 

( A.A.) = O7CL". (Give your State and -county code 
immediately following the symbol "0701".) 


On the line "THE UNITED STATES, Dr., To-------- " enter the 
name of the party or firm to which payment is to be made, with the 
address immediately below. 


Give all information called for in the body of the form, and 
exactly as called for. In the line for "Payee", if the payee is a 
firm (rather than an individual person), the officer or agent of 
the firm certifying the bill must sign the firm's name and also his 
neme and his title. 


The following certification must be typed or stamped on all 
voucnerss 


"Unless otherwise specified, the unmanufactured articles, 
materials, and supplies covered by this account were grown, mined, 
or produced in the United States, and all manufactured articles, 
materials, and supplies were manufactured in the United States 
substantially all from articles, materials, or supplies mined, pro~ 
duced, or manufactured in the United States." 


This is very important,because no voucher can be approved for 
payment unless this certification appears on the voucher form covering 
the purchase of articles, materials, or supplies for use by the 
Agricultural Adjustment Administratione 


The number of the Letter of Authorization issued to the State 
Director of Extension Work, under authority contained in the Soil Con- 
servation and Domestic Allotment Act (Public No. 461), should be 
put in the box at the left side of the face of the form which, says 
"Additional Statement by Department, Bureau, or Establishment if 
Deemed Necessary." 4 | 


The Director of Extension or his authorized agent should 
initial the form in the second certificate, somewhere to the left of 
the signature line indicated by a daggere 

Form 1034 must be submitted to Washington in duplicate. 
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PARCEL POST, EXPRESS, TELEPHONE, AND TELEGRAMS 


Any persons handling shipment of supplies and/or records inthe 
field must use the most economical means of t ransportatione 
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Such shipments, where the weight is not in excess of. four eK 
(4 lbs.) should be made under official Government frank. © 


Shimnents in excess of four copcae. (4 Ths. iid where cost of omnes 
portation will not exceed one dollar ($1 aa should be made by parcel 
post. 


Shipments in excess.of four pounds (4 lbs. or where the cost 
on transportation exceeds one dollar ($1.00, or which, for other reasons, 
are not admissible to the mails, should be handled by Government bills 
of lading. In making shipments on Government bills of lading, express 
must not be used when freight will serve the purpose, due consideration 
being given to .the probable cost of collecting and. delivering and time 
required for transportation. In making shipment on bills of lading, 
conditions as set forth on the reverse side of the bill of lading should 
be noted, and instructions in regard to the use of the bills of lading 
of the Agricul tural Adjustment Administration should be carefully followed. 
Copies of the instructions referred to will be furnished with every issue 
of a group of bills of lading, and additional copies may be obtained 
upon request to the Western Division. Government bills of lading will 
be furnished from Washington, upon receipt of requisition from the State 
Office addressed to the Director of the Western Division. All bills of | 
lading are serially numbered, and must be definitely accounted for. 
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ee 7 TELEPHONES 

Claims for telephone tolls will be made on Standard Forms 1034 
and 1034a.- Toll charges may be itemized on Form 1084, or itemized 
bills may be attached to Form 1034 and only the total shown on the form. 
On Form 1034. covering telephone tolls there must be a certificate, 
Signed by the payee, reading as follows: "The rates charged herein were 
in effect at the time the services were rendered and are not higher 
than those charged the general public for similar services," 


In every instance where the installation of telephone service 
(not long-distance tolls) is involved, U.S. Standard Contract Form No. 
40, covering the installation and service charges, must be executed by 
the furnishing company and be furnished at the time of installation, and 
be immediately transmitted through the State Office to the office of 
the Director, Western Division, Agricultural Adjustment Administration, 
for numbering and disposition. 


Claims for telephone service and tolls should be prepared in the 
county office as soon as the list of telephone charges and the claim 
for services is received each month. One copy of these voucher forms 
should be retained in the county office, and the original and two 
carbons should be forwarded to the State Office. After checking the 
vouchers for accuracy, the State Office will forward the original and 
one carbon to the Director of the Western Division, Agricultural 
Adjustment Administration keeping the additional copy for State Office 
purposes. 
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As the Form 1034 will show the name and address of the telephone 
company as payee, the check in payment therefor will be mailed directly 
to the payee without passing through-either the State or county offices, 


If in any instance the telephone company insists on payment in 
cash for service or toll’ charges, claims should be handled in the same 
manner, except that they will be made on Forms 1012 and 101l2a, rather 
than on Form 1034, and the person who has paid for the charges or tolls 
will be shown as the payee rather than the telephone company. In such 
instances a receipted invoice and a Letter of Authorization from the State 
Director of Extension authorizing the person paying for the telephone 
rent and tolls to claim eee for such expenses, must accompany 
' the voucher form. i 


Whén calls are made from a public pay. telephone and no receipt 
could be secured, the person paying for such calls may claim reimbursement 
therefor on Voucher Form 1012, with this notation thereon: "Call made 
from’ public pay telephone." — | 


If the person advancing money to pay for telephone tolls is. 
summitting a travel voucher on Form 1012 for the month in which the 
expenditures were made, reimbursement for money advanced for telephone 
charges must be claimed on the same voucher. 


; Bills for printing and aapnted eine dork can not be paid under the 
Letter of Authorization issued to the State Director under date of March 
25, 1936, nor will “any other ve expenditures -not specifically provided for 
therein be approved in the absence of advance authority from the Washington 
office, supplemented by specific amendment of the said Letter of Authoriza- 


tion. 
TELEGRAMS 


All telegrams sent to Washington must be sent "COLLECT". Make 
two copies of each telegram -- one copy for the telegraph company and 
one. tor the state Office files. 


All telegrams sent to the State Office must be sent "COLLECT", 
When the County Association sends a telegram to the State Office, the 
telegram should be sent "COLLECT", two copies of the telegram being 
made —- one for the telegraph company and one for the Association's 
files, All telegrams sent from the State Office to the counties must 
be sent "PREPAID", two copies of the telegraph being made —- one for the 
telegraph company and one for the State Office files. 


The Government rate is 40 percent of the regular commercial | 
rate.. 


ELECTRIC SERVICE 
In most cases the office of the County Association will be 


located in a State or Federal building for which electric service is 
furnished. However, if the Association has to occupy other quarters 
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and will have to arrange for electric service to be paid for by the 
Government, Such service must be provided for under a contract with 

tne public-utility company furnishing’ it. In contracting for electric 
Service, use U.S. Standard Form 33 (Revised), "Invitation, Bid, and 
Acceptance - Short Form Contract": Standard Form No. 36, "Standard 
Government Form of Continuation Schedule for Standard Form 31 or 33"; 
and Standard Form No. 1036 (Revised), "Statement and Certificate of 
Award", These forms should be filled out in quadruplicate and be 
Signed by the public-utility company, and then be submitted to the 
Director of the Western Division in Washington, D.C. These forms should 
not be used for any other purpose except in connection with electric 
Service, unless filled out and mailed to you from Washington, De. Ce 


RENTAL OF OFFICE FURNITURE AND EQUIPMENT FOR USE IN THE FIELD 


When the service requires rental of office equipment of any type 
for use in the field, officers in charge shall forward to Washington a 
request, outlining in detail their requirements. The Washington office 
will then take necessary steps in accordance with Government procedure, 
to procure the equipment requested. In extreme emergencies, where the 
above procedure can not be followed, office equipment, such as typewriters, 
desks, chairs, etc., may be rented locally by the officer in charge, for 
a period not to exceed ninety (90) days, and where total rental to be paid 
is not in excess of fifty dollars ($50.00). 


The above procedure outlining emergency rentals does not include 


calculating, Bete. (Or listing machines of any type, for the reason 
that departmental contracts are in existence and such equipment “mast be 


procured through the Washington office. The rental of typewriters in 


the field will be excluded from the above procedure after July 1, 1936, 
for the reason that a departmental contract is being negotiated to become 
effective on July l,. ; 


PROCEDURE TO BE FOLLOWED IN THE USE OF BILLS OF LADING 


All Bilis of Lading to be Made Out in State Office. In all cases 
where a shipment is made from the county to the State Office, the bill 


of lading shall be issued at point of destination (State Office) accord- 
ing to the instructions given in Paragrapn (4), which follows. On ship- 
ments from the State Office to county offices, or from the State Office 
to Washington, D.C., the bill of lading will be issued in the State 
Office in accordance with the instructions in Paragraph (1) below. 


(1) Procedure to be Followied by the Consignor or Issuing Officer. 
All spaces on the Bill of Lading must be filled out.. On Line 1, 


"Appropriation chargeable", enter. "36/7571. 1 - Conservation and Use of 
Agricultural Land Resources, Department of Agriculture, 1936-1937, 
(Administration, A.A.A.) - 0700", and also enter the State and eevee 
code. On Line 2, "Issuing office", should appear "(State) Agricultural 
Conservation Committee", On Line 3 should appear the name and title of 
the Director of Extension or his authorized agent. The Director may 
delegate authority to sign bills of lading to an employee of the office. 
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In such cases, the Director. should submit. to Washington two signed 
statements specifical ly’ naming the: person’ to whom such authority is 
delegated. On Line 4 enter "U.Ss.Department of Agriculture, Agricul- 
tural Adjustment Administration". On Line 5, "Name of transportation 
company", Should be written the name cof’ the express or freight company 
to which ‘the. shipment is consigned. OnLine 6, "Shipping point", should 
appear the point from which and to which the shipment is made, On. 

Lines 7 and 8 should appear the complete name and address of the consignee. 
On Line 9 should appear the route over which the shipment is moved, and 
of thie: routing has not been obtained from the U.S.Government Traffic 
Manager, there should be included on this line the following sentences 
"SHIPMENTS SHOULD MOVE OVER LAND-GRANT ROUTES". In the space provided 
for description and weight of articles being shipped, should appear the 
number of packages, true description of contents, and weights. If there 
is more ‘than one package being shipped to the same address, each package 
Should be listed separately on the same bill of lading. 


Upon completion, as outlined above, the salmon copy should 
be Signed at the bottom by the issuing officer, and this is to be 
turned over to the first carrier. The carrier turn will sign, in 
the box provided for that purpose, for receipt of shipment on all other 
copies. The consignor will then forward the original to the consignee; 
one yellow copy to the Property and Supply Section, Agricultural 
Adjustment Administration, Washington, D.C.,; one yellow copy to the 
Administrative Audit Section, Agricultural Adjustment Administration, 
Washington, D.C.,; and the third yellow copy is to be retained by the 
issuing) officer, 


(2), Procedure to be Followed by the Consignee. Upon receipt. 


of ce original | of the bill of lading from the consignor, the consignee 
should immediately determine whether shipment has arrived at freight 
station or-éxpress office, in order that demurrage charges may be ~ 
avoided. Upon receipt of the shipment, the consignee should complete 
the "Consignee!s Certificate of Delivery", at the bottom of the original 
copy, and-turn over the bill of lading to the last carrier. 


(2) Procedure to be Followed by Consignee When Bill of Lading 


Has Not Been Received or Has Been Lost. Where shipment is received and 
no bill of lading has been received by the consignee, but it is 
definitely known that a.bill of lading was issued at point of shipment, 
the consignee should issue Standard Form 1060, entitled "Temporary | 
Receipt", In order to obtain shipment without delay, the consignee 
Should immediately notify the shipper that the original copy of bill 

of lading has not been received and ask that it be forwarded immediately. | 
Upon receipt of same he should then recover the Bee Receipt and 
turn over the original to the carrier. 


In case the original bill of lading has been lost, a Standard. 
Form 1061, "Certificate in Lieu of Lost Government Bill of Lading", — 
should be properly filled out and be given to the last carrier in lieu 
of the original bill of lading. If the original bill of lading is 
found after a Certificate in Lieu of Lost Government Bill of Lading _ 
has been issued, it should be forwarded immediately to the 
Administrative Audit Section, Agricultural Adjustment Administration, 


By iss 


Washington, D.C., bearing ‘the‘notation thab'a Gertificate in Lieu of 
Lost Government Bill of Ladirg-has.beén:issued, This procedure will 
avoid duplicate payment of transportation charges. 


(4) Procedure to be Followed by Consignee When It Is Definitely 
Known that No Government Bill of Lading Was Issued at Point of Origin. 


Where no Government Bill of Lading was issued at point of shipment, the _ 
consignee should issue a Bill of Lading at destination as outlined below. 
The Bill of Lading should be completed as outlined in Paragraph (1) above, 
and in addition to this it should bear a. notation on its face as follows: 
"THIS BILL OF LADING ISSUED AT DESTINATION. NO GOVERNMENT BILL OF LADING. 
ISSUED AT POINT OF SHIPMENT." The original copy should then be accomplished 
and be given to the last carrier. Copies of the bill of lading shall be 
distributed as outlined in Paragraph (1}, except that the shipping order, 

or salmon copy of bill of lading, is t& be destroyed. 


(5) Procedure to be Followed When It Is Not Definitely Known 
Whether Government Bill of Lading. Was Issued at Point of Origin. The 
consignee should give the transportation company a Temporary Receipt 
(Standard Form 1060), in order to effect delivery of shipment. The 
consignee should then write immediately to. the shipper and attempt to 
establish definitely whether or not Government bill of lading was issued 
at time shipment was made. In case bill of lading has been issued at 
point of origin, and original copy is lost, the consignee should issue 
a Certificate in Lieu of Lost Bill of Lading (Standard Form 1061), as 
outlined in Paragraph (3) above, and in case no Bill of Lading was _ 
issued he should proceed as outlined in Paragraph (4) above. 


RENTAL OF SPACE 


All arrangements for the rental of space where the cost in any 
one fiscal year or in one continuous period will exceed fifty dollars 
($50.00) ‘must be made through the office of the Western Division, 
Agricultural Adjustment Administration, Washington, D.C. As soon as 
the need for such space is seen, specifications for the amount of space 
needed, together with the maximum and minimum number of employees who will 
occupy the space at any one time, should be forwarded to Washington, in 
order that bids may be prepared and be sent to the representative of the 
Agricultural Adjustment Administration for solicitation. Promptly upon 
the return of these bids to the office of the Western Division in 
Washington, D.C., negotiations will be completed for the space. No space 
shall be occupied until proper departmental authority has been received, 


_. Samples of forms are attached hereto.. Supplies of all the 
necessary forms may be obtained from the Western Division, Washington, 
D.C., upon request, 


} ee aft 


GEORGE E, FARRELL, 
Director, .Western Division 


June 1, 1936 


Aa ~ Wirectorts Official Station) 


oz arg date prior to. beginning of travel) 
te | ere em 

_CTLTTE) é se 

(oreretas stanton) 


‘Dear Mr. 


You are hereby authorized to travel and charge expenses to 
Appropriation 36/7571. 1 ~ "Conservation and Use of Agricultural Land 
Resources, Department of Agriculture, 1936-1937", Symbol O70L - ~ 
(State and County Code, if any), and Letter of Mathori zation No ier oe 
dated a , to _ (Location) and return to (Official Station), 
for the purpose of conferring with the State Agricultural Conservation. 
Committeemen, officials of the Agricultural Adjustment Administration, 
and others in connection with the administration of the 1936 Agricultural 
Conservation Program in the State of under the provisions 
of the Soil Conservation and Domestic sin ee Act, approved Fe bruary 
Roy Noor 


Authority is given to perform this travel by common carrier, or 
to use your personally owned automobile. and to be reimbursed therefor 
at the rate of not to exceed 5¢ a mile for mileage for official travel 
outside the corporate limits of your official station, in the event it 
can be shown through comparative cost between such travel and travel by 
common carrier, or other mode of transportation when available, (taking 
into consideration increased subsistence expenses, if any, through 
increased travel time, or subsistence saving, if any through reduced 
travel time, as the case may be) that such means of rane porate 16 
more’ economical and/or advantageous to the United States. 


A per diem'of $ in lieu of actual subsistence will be’ 
allowed under this authority. 


i 


The total amount of this authorization may not exceed $ ; 


tts contemplated that’ you will leave your headquarters | on or 
about , returning upon complétion of assignment. 


_ Your ogee headquarters is ° 


(ieee truly yours, 


rere 


(Signed) ; : 
- Director of Extension. 


Form A.A,A.~22 
(Revised Dec, 1934) 
UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 


TEMPORARY SERVICE CERTIFICATE 


ey ia Miare iia aid S tig lave ag G MONE S « vcicle d wiv o a'e.ereae oielig A. No. eairiie abida snare aaa AE dB ie tose 4 sees 


‘VAM AND DESIGNALD  T 


TION OF EMPLOYEE 


ADDRESS [PERIOD OF|NUMBSR| *BASE | REMARKS 
(If checks are! SERVICE | RATE |(If less than full 


! 
' 


to be mailed |From| To | DAYS | OF | period show actual 
to individu iWORKED| PAY | dates on which serv- 
i) eel) | |_ice was rendered) _ 


| 
os a oat ata SEA ee EELS is 


Saeed iain ic S22 (<n cle) = \elsininin rain a misilsinle Min mia )hix o s\¢!=eib(oinleiaiminie'e g[ingiaiw ales e cicin boa e'aie'disieic.c.asicc cic ncivcioslokcckonck 


a ge ag re '* 4) irra a elect inlet le pinlwis fin's Ww Wied 316 mu ole vinin-a'+ oie pia bla wa elce diap'agldldc gad cin seis oa ne beck 
St gh 2 Seis nial mien + wish Toren dint Na' vrais) anit Giacla hid wisig:d bob diac’ olbw ec amd Sie eine civin s oo fivc cae, 
ME Re PR Gna gnm ppd 2h S dence dean ce seks Patio vce te eds dni a uidinied Yalan ch dice cueen. 

EES SIE SAS ASSL A ah Le ii ty chal WTI (SELLE) OEE EE, EET ees 


ae eee ate aetna chao 12 a)2 t= Sl afela  winlarmye laterminre o Simla a dS im cimiels-aieicivid died Seog 
Fb eh Tease A eke iel oo) eke ale oho ne) Shay aye (ale erate tiene PG 
ole ile me laelin, & 


RII INE RIANA CHES I TO Oe eee oe ee ee ee 
Se Mave eta card] rt he eel Pie Selmi baal where Hi miss) s el a lwisvelal Ms Bl aisik wie tie kd 


een nnn g cine Aree mics os ining = rae erenena yearend ee) Hiei aimimimreliel nits simieiG wie: cl wie ig © 0 oie 6 eels wen Pee aaaics sig dis onic dawccwoeee tac. 


ROU eee eet ES coda. Pera eae Se Yes ale aula symone ick seid. cate eee 
lo hh eae Soe 
gittessessees 


S$ —_— ns ree a a ee 


I certify that the above record of service is correct for the employees listed, 
and that they are entitled to salary from the United States Department of Agriculture 
Agricultural Adjustment Administration, for the periods indicated, 


Sea eeMOM ey a Rte CE en dls GUY be egy doe dh dew o 6 « Ba ata he vabe st Oar, ailsneopermniare dat igie diag hed 
TEE LE CET TR eet ce PO ee a eee#eev#ge ° 
PREPARE AND MAIL THIS CERTIFICATE IN ACCORDANCE WITH THR INSTRUCTIONS IN YOUR 
LETTER OF AUTHORIZATION, 


*By Base Rate of Pay is meant the authorized rates referred to in your Letter of 
Authorization from which any required statutory deduction will be made in connection 
with the preparation of the pay rolls, 


Tg ye MU etree been, 


INSTRUCTIONS 


Certificates should be prepared in duplicate, at regular intervals, and only 
one certificate should be submitted for a given period, e, g., December 1 to 41, 
Suc, 


Enter names in alphabetical order, by surranoe, 


In every instance show the designation (title) of the employee directly over 
the name or group of names, 


Under "Period of Service" show inclusive dates and in "Remarks" column show 
actual dates on which service was performed. Service performed for fractional 
parts of a day should be reported by mumber of hours worked, specifying exact hours, 
A complete month's service not involving Sundays or holidays may be indicated in 
"Remarks" column as EXCEPT SUNDAYS OR EXCEPT SUNDAYS AND HOLIDAYS, 


ALL THA ABOVE INFORMATION IS ESSENTIAL To THR PREPARATION OF PAY ROLLS AND 
OMISSION FROM THE CERTIFICATES CAN ONLY RESULT IN THE RETURN OF THE CERTIFICATES 
FOR LACKING INFORMATION, 


Standard Form No. 1012 
Form approved by 


Comptrolier General U. 8. Public Voucher for Reimbursement of Travel and Other Expenses Voucher No. -.._....--.-- 


May 3, 1929 : ; 
Including Per Diem Nod 4a Steet 
(Statement of account must be completely filled in by payee prior to signature, and there must not be any erasure or alteration unless initialed or signed by him) 


Ts Eloy Ces TET Tac 11 of Cle ea eae es eel a aaa ale ied eae alae PAID BY 
PREAUDIT 
Certified for payment in the 


Oe a ee 


Comptroller General 
the United Stabe.” Eee a Ree a eens ke eee eee a eee AE See 
(Payee) 
cig REDS ih pe Sa el la (For use of Paying Office) 
"i ne (Address) / 
Official Headquarters_..- DOMICLe re eta eee ts Residence 
(For use of the Postal Service only) 
. ' : : AMOUNT NOTATIONS 
FOR REIMBURSEMENT of travel and other expenses incurred in the discharge of official duty ie ne Gace 
Dollars | Cents ace psncaa use this 
" ened 
one ee ab: Renee SM Tia Gc i Aa hip ea tt EIN Sl de, ; 
as per itemized statement within, under authority No. ____________ Oo (at Lass, SOMES —— 


“ (Additional statements by Department, (ACCOUNTING CLASSIFICATION) (Payee will NOT use this space) 
ureau, or Establishment, 
if deemed necessary) Ditecices coe 


(Signature or initials) 


I do solemnly swear (or affirm) that the above account and schedule annexed are just and true in all respects; that the distances for which charge is made 
have been actually and necessarily traveled on the dates specified; that except as shown no lodgings were shared jointly with others nor were meals or lodgings 
furnished without charge by a Government agency or with or without charge by a member of my family, by another Government employee or a member of his 
family; that the amounts as charged, other than for allowance in lieu of transportation in kind and/or for per diem in lieu of subsistence, have been actually paid 
by me for travel and expenses incurred on official business only; that no part of the account has been paid by the United States, but the full amount is justly 
due; that all expenditures included in said account were made under prior authority therefor or under such circumstances as to render the securing of prior authority 
impracticable; that it was not, for reasons stated hereon, feasible to have payments made by a disbursing officer of the United States for the expenditures other 
than my own personal travel expenses; that the expenses for which no vouchers were obtained were incurred under such circumstances as to render the taking of 
vouchers impracticable, as fully explained herein; and that none of the car or other fares claimed, except as herein otherwise explained, was for travel between 
place of temporary residence or where meals were taken and place of duty. 


SIGN ORIGINAL 


ONLY RS GA Sto Riles Dd) De NA a ath Oak oe Litles ec oe et oe ee ee 

(To be used at discretion of Department, Bureau, or Establishment) Subscribed and sworn to (or affirmed) before me at enn ene nenn 

Recommended for approval: UNIS ae nnn none A ca » 19 
TEES ES Boom a gs OE ala ie aaa ae ea eae Title 

(Immediate Supervisiag Offeiet) NNEC n= ~~ nnn nnn nnn nnn nnn nnn nanan anne nnn anne =e 

oa I certify that the official headquarters, domicile, or residence of the claimant is as stated above; that the travel was authorized from and to the points stated 


in the account, and for the period and at the subsistence rate or rates claimed, as shown Ly the authority on file, or (if such authority was not issued in advance of 
travel) as satisfactorily explained and approved hereon as required by the Standardized Government Travel Regulations; that the within itemized statement has 
been examined and is certified correct, except as noted; and that the amounts therein claimed are just and reasonable, except as noted. 


a * Approved for $._-___- 


SIGN ORIGINAL ONLY 


BREEN TARE NIE Si ARR elit ea wear tae aaa. 

1p) Pee Ss inks ail Tee GOES Sa Or aol 

3. pacing ith Lint nie on Treasurer of the United States 

: Check Now ater gas eas 38 py Gabedinsesscie nop one ennen nn none Dawes Jubii ceceeuereec ees { in favor of payee named above 
Paid by : 

Goatees Me ye: ACs) Poet that) ELE gol Deon pgnetiine.ob payerocs Fe) Tie 

OBSERVE INSTRUCTIONS ON LAST PAGE OF THIS FORM SIGN ORIGINAL ONLY 


*If the ability to certify and authority to approve are combined in one person, one signature only is necessary; otherwise the approving officer will sign in the blank space below “Approved for 
tnt See Does oS *t and over his official title. 10—1684 


oe wees oT Cent 


poea 


LLC iii, sae! a - a i 


ITEMIZED SCHEDULE OF TRAVEL AND OTHER EXPENSES 


1. Give duty status on first day of voucher period: 
Watrived abo cs (|e pM Se aR ee Bia) Lo Gio oe 


Approximate date of return to official headquarters... si‘“—s‘s—S at DER 
2. State authorized allowance for per diem in lieu of subsistence: $........___ t 
3. State authorized allowance for actual subsistence expenses: Not to exceed 528.7 feo ae + per day. 


oh * If authority provides for travel to more than one point, time of arrival and departure from each should be stated in the body of the account in chronolog- 
ical order. 


{ If more than one rate of allowance is authorized, full statement of application of each rate must be given in some convenient place on this voucher. 


DATE) SUB- AMOUNT NOTATIONS 
CHARACTER OF EXPENDITURE Vou. 
@ 19___L (To be itemized by the day and fully explained) NO. | cupsisTENCE OTHER (Payés pr - use 
; this column’ 
ee ee ee ee 


ed St | 


= = -- See Ee NE RS eS SS Sin ne RSet Coa at ce ns he eee oe ge > emma fame ma af ts a a | a ae | i a a ae ee 


a a a a ww a es pn a we i os wn i ee 5 So oo re ere wn eee 


oo nn | - - —  - on en  -  e  -  e e  e + s+ + ee ee ee eee 


en re er on - ee re rn + oo on oo on nn 5 oo a en oe ee ne 


an nn | oo en wn en no ne no = — + = oe 5 oo ee + ee ee en ee 


ecw eee | pon wesw ren wasemmma se ee seme na sees wn tase ens a ae eee nee nn eee se 5 an oo ea seme han ow ww ew wo a nn ee nen |---| -- - - = - ~~ |= ~~ - =~ |- -- - - + +] 5 + -.- | ee ee enone 


MEMORANDUM OF TRAVEL PERFORMED UPON TRANSPORTATION REQUESTS 
(Po be used at discretion of Department, Bureau, or Establishment) 


N T NOTATIONS 
GATE, OF id scdeneuaeet FROM— AMOUNT 
TRAVEL ‘i (Payee must not use 
REQUEST this column) 


corre nn a | nn nnn nnn | nn nn en ne ten nn enn nen enn == -|_  - - -- - -  ee e e e e  = == = -- = - | | eS | a! ie | 
mmm emweme wenn nn =| mw we wn nnn =| - on een nnn on nen ne ene enn n=] ee nn [nn nn] | ||| -- ewe 
mormmm nme mewn mn mn een nn nn n= | oe nn eww neem nn wn mn nnn nnn =~ -|_ =|. en on on - |] | Rarer 
mmm mn nnn nn 6 Hn nnn =| en nn nen nnn nnn nt ene n= - [oe ean en ene ene nen ee mena -—--- $e -- | ene so nn eo ee - =~ || + - |---| |------ --- +--+ - = + 
morrow ween nn ---- |---| - nn nnn on ons wo nn =| en een ee ewn nn wo emeoswewnes--~--|. 8 ||| | ee 
| “ 
Rem wm m nm n wn ea nnn | nn en nnn nn | nn nn nn nn on en rn enn enn —| nn nme nn sewn ne eee emenenewnenn--=-|_ —- nnn nen -- = |_| | |-- -  e 
| 
ere wnanennnn----|----------------]-----.----------- ~~ +--+ ~~ ----------- --- OT ee ee ORES ge Se Oe Le SE eS ne ee ere | SES | Sepa aria ee Sa See 


GENERAL INSTRUCTIONS 


1, This form of voucher will be used in accounting for expenses of travel, including per diem in lieu of subsistence when authorized, 
and other authorized expenses for which reimbursement is claimed. Where an account is too large to be stated on this form use 
continuation sheets, and fasten them together in the upper left-hand corner. Fill in the form on this voucher, showing how transportation 
requests were used, Accounts must embrace each and every item of expenditure pertaining to the period for which the account is rendered. 

2. Each account must be sworn to (or affirmed) by the person rendering it, in the form prescribed on the face of this form. Officers 
and employees traveling upon official business will be allowed their travel expenses, as explained and embraced in the travel regulations, 
The provisions of these regulations must be strictly observed in order to avoid suspensions and disallowances in the settlement of accounts, 

3. One or more copies of the approved memorandum voucher may be used as required for administrative purposes. 

@OVERNMENT PROITING 077108 16—1664 


| i ae cet | Rs | | Reape eS 


Ave, 


Standard Form No. 1012a : 
Comptroller General U. 8, Public Voucher for Reimbursement of Travel and Other Expenses Voucher No, ___________ 


moran Including Per Diem i nae aes ee 


PAID BY 


GENERAL ACCOUNTING OFFICE | UU. S 


a i a a a a a re eS SOS OD On ob ED SUED ena ER EDED SS Sn ONES eee Ge en aD an a0 £8 aD ES ees OD ai ed nt ON EDGING CeeD EDEPED mn on EDGED EDENaZEREREDED aD: Getisesuouen eae 


PREAUDIT A ane (Department, Bureau, or Establishment) 
Certified for payment in tne SOG SAE BL cee ces NP 
BNE Se ng 
J. R. McCARL, THE UNITED STATES, Dr., 
Comptroller General of 


the United States. 


(For use of Paying Office) 


(Address) 


Official Headquarters. Cs Womictie mets Birt Fes) Residence |...) ee 


(For use of the Postal Service only) 
5 et 


5 3 - AMOUNT NOTATIONS 
* FOR REIMBURSEMENT of travel and other expenses incurred in the discharge of official duty |——————_|—___~" 8 __ 
Dollars | Cents (Payee parlion: use this 
TiOrvade ess SIRS ieee Peal Ah ee pb oe eee ek Wil ee 8! 219. a j 
“ as per itemized statement within, under authority No. ____________ PORLed ao stea eben yd . —— : 


ureau, or Establishment, 


a ————————————— 
agitionel statements by Department, (ACCOUNTING CLASSIF. ICATION) (Payee will NOT use this space) | 
deemed mecessary) Ditterencessse sd I he eke 


~¢ on Treasurer of the United States 
: CheckoNo} onek por obbioy ; Mabe ceRe To ? is » for $ SRE SEER ES ae mae { in favor of payee named above 
Paid by 

Gabi Pee ee eras set ee Ae Heneee————, 19. MEMORANDUM—DO NOT SIGN 


10—-1664a 


1. Give duty status on. ice ey of ue — mires wink 
* "Arrived at 


Approximate: date of return to official tueier 
"2. State authorized allowance for per diem in lieu of subsistence: rt ae. 
3. State authorized allowance for actual subsistence expenses: Not to exceed $ 


* If authority provides for travel to more than one point, time of arrival and departure from ‘each should be stated in 


ical order. bent ae 01a ntenr lay cmb ge a ae ee 
+ If more than one rate of allowance i is authorized, full statcenent a application roe cath rate aa be given in some con 


cn. 2M ~ y . wie ha 
+ t bie lee 


% ‘ A A ae | ra 


CHARACTER OF EXPENDITURE PPC Ore 
(To be itemized by the day and fully explained) _ ar TS) 
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MEMORANDUM OF TRAVEL PERFORMED UPON TRANSPORTATION REQUESTS 
(To be used at discretion of Department, Bureau, or Establishment) 


oo I 


DATE OF 
TRAVEL 


No. OF TRANS- 
PORTATION 
REQUEST 


were nn~—-- +--+ + 


GOVERNMENT PRINTING ODFIOS 


NOTATIONS 


(Payce must not use 
this column) 


AAU-9 
U. 8S. DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 


COMPARATIVE STATEMENT OF COST OF TRAVEL BY PERSONAL AUTOMOBILE 
AND BY RAILROAD OR OTHER COMMON CARRIER 


(See paragraphs 8, 12, 12-a, and 83-e, Government Travel Regulations) 


THIS FORM NEED NOT BE USED FOR TRAVEL TO RURAL OR OTHER POINTS INACCESSIBLE TO 
COMMON CARRIER * 


RAILROAD OR OTHER CoMMON CARRIER: 


Wii idstaeetbes See So eee (pF eins eens of pel OS cam 
SPRUE PI iGSa AF ils. a a rr et ae Gide re cho SR PL) SOOO Oe TY... vidos 
“Ty wcniiiate lel 002? 9) Ie mera ae el a antl aaa en Th Spe remap ee he aS, ee ee ee 10 ees 
Prany VCChe CM ie i a fy Ree AROS OMe GE 8 Eee af tele 5 Se ppl! ee 
VEG GA Nig ope Go 4 ep neem ig ate nar emp epeamaT A ae Me t Sede ee aera mL OSea, 
JARO ARTE RV 8 eh a ea ios area fb evencveczeds nn ee Ne Tee e1oo 
Va CLG SR CR CS Po a CAs, Cee Bieaesee am Peteeteead: Lonuesst Serta Slee Eh aoe SA Ol Gone 
JNO! (05190 2 NN alee ee Nita See PCR eas Laan, CREAT MANSON Seber nn | iGo 
Fare.—One way or round trip depending on trip______.____-.____._.._-_._22 2-21. pale, MEIN Sale Meee 
eer re Ome DECC F Ore UNA BOR Ge) fer fe 8b sor nde ob cceasacnndeccucabeucuace-bo cout encoeee dees 

Per diem allowance, ____._----_- ORM (Oa eae oh Boer Ciena sett Se eee |e ae eee 
TU OPUSb A ee ae fay te RE EE Re a ee ea ee een BI et 


Place Time Date Miles 
NWERIE cued Uy) dee eae aegis a CLA pa haan 1S Eas pee 193625 eer es eee 
NGR RKO. sh, ee as 5 eae rota te aed Nal Saye OR Aakers FOS OS Goode ena 
es Gm es 22h oe hn Aaah een ie ire See eee 195%. 5 ee eee 
LOS SG). so Ea irs ae oe Ae We 144 ey Ps eo le ae Genwi Bee re 
FicEL EE aac. ul, ii RR sega eae Tie 4 ae Soe Se 1M. Of DW, Rama: ROR Pia ati Bm gary ks 
LPOG) 0 ER iS ee j4b en ave od, EASE ea Jel YAS 5 Bare ets Eh 
WOE a ge ee Se LACS cutie sReiemne is as inves we ee Leer SU LLE pee A ape eee saree nee 
AMONG, 2 DE Oe aR ere eS ean a apie Oreane:| Semmens BNE PERG AAD Bd Se rramotn 
Total automobile mileage, ____-__-_-_--.-_-- miles @ 5¢ .__.-.....---.- meee ee Is Sn oral oe 
Per diem allowance, -__------ EATEN CE Jee ieee ee WOTACIBIV ee nes dee ere ee 
TAA eat Sk eS a ee a a a Se ee Gees ene ae ee 
Savings and/or increased costs due to use of automobile__________---__--.--_---_----._-- Ra Beene a. Sarat MY 


* Where the entire automobile travel, or portion thereof, is to rural or other points inaccessible to common carrier, the points of travel, number of miles, make of car, 
the following two certifications, and a definite statement setting forth the fact that the places visited were to farms, ranches, or other definite places inaccessible to com- 
mon carrier, must be clearly and fully shown in the voucher. 


I HEREBY CERTIFY that none of the mileage claimed was within the corporate limits of my official station. 
I HEREBY CERTIFY that the automobile used for the foregoing travel was my personally owned _________-__- 


oe OE OL AY athow es automobile. 


a 5 a a er ee oe ee ee ee ee eee 


(Signature) 
(Submit in duplicate with expense account) 
U.S. GOVERNMENT PRINTING OFFICE : 8—9680 
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AD-22 
Form approved by Comptroller General U. S. SUBVOUCHER NO (2 22-2 -2------- as 
January 30, 1930 
UNITED STATES DEPARTMENT OF AGRICULTURE 
(Submit in duplicate monthly with reimbursement account) 
SEPTIC 2 2 yaaa I DAN ase" ptmemncenabiimsmmepacnuttnin tye ears et. sell tlds ahs 
Siena TsOreTRA VEL accomplished’ with {on owned by 
(Automobile or motor cycle) . 
(esos. Gh idle Malle Se) aE, Sob. ene. and operated under the provisions of 
(Name of owner) : 
Letter of Authorization No. _......-----.---------- pe ee a os dated ge - ee 
a . : 
i Ogos MARGE 8 RD [BAS ine be ot Sake ESO yA OS ROR 
B W. Pornts. AcTUAL OFFICIAL STATION. 
A Date, Re. ETWEEN WHAT PoINTs Mines R ATE Tora 1 TATIO 
RAV- HARGE 2 
MILE Hour of de- Hour of arri- 
Bo From— To— ae parture from— val at— 
Cents Dollars. | Cents.| A.M. PM, A.M. 
Eo ee aie etal ie a a Dela ae a ns an ieee Se) (Fie ein Meee 
| on 
“ % el catechins ee ee ee renee 
I 
nn | UT RN OT Te pe pte CTE Lee Tee U 
xy\ & € 
TE SUE yo Ae te leatcr Cal Oe Gare SY Ea Secon eee 9 ee (MR Seas ae ae 
I HEREBY CERTIFY THAT, in connection with the travel indicated above, the distances charged for are 


to the best of my knowledge and belief correct, and that no public or regular means of transportation were 


available, or that such public or regular means of transportation could not be used as advantageously in the 
interest of the Government, 


8—4316a 
0. 8, GOVERNMENT PRINTING OFFICE 
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i Standard Form No. 10384 


Form approved by Public Voucher for Purchases, and Services other than Persona 


Comptroller General U. 8. 
June 18, 1926 


(Revised August, 1930) (Voucher prepared 


| D;.0: VousNo. ---2s--sc2c.----- 
Noses. ce es Se Beene eee 


PAID BY 


rate CUT URL ES OU Mh ty ee ee (For use of Paying Office) 
ORME a i a iS A ag A TO LT a a cs ei 


Payee must NOT Waonlract a Gus vsseeet ba ex erlioeestes SAOL 
use this space Be “3 
SES RT Bh cae ERS Pa ra A ET 
ee |, ARTICLES OR SERVICES UNIT PRICE AMOUNT NOTATIONS 
pendi-| nig. and Date |Dateof Delivery| (Enter description, Item Number of Contract or GeneralSupply | QUAN- [|__|] |. ~+~*«|.. | Payee must 
Symbol of Order or Service tA Schedule, and other information deemed necessary) TITY Cae Per Dollars ce. iy Gren 
ST ebins. o-oo) % Discount Cash ______--__------ days column 
z ® 
* 
| 
a 
+ Yar (This certificate not required when 2 like certificate is made by payee on attached bill or bills) 
j “3 I certify that the above bill is correct and just, and TOTAL, 3\22..2 4 2S 2 
3 that payment therefor has NOT been received. 
2 (1 SEN ae ee Fal eB oe Se en ee ee a 
i=] 
= 
. rs * Payee _________-__----------------------------------------+------------------------ UNS CS eae ese Oreo Son ee ee eae ae oe ees 
(Additional statements by Department, Bureau, (Accounting Classification) (Payee must NOT use this space) 
or Establishment, if deemed necessary) 
Difterences:: eee. 26 0 8 Ct Ge ic fed Socal) 2 these aed 
Te) eet | ic atmarnaatess ont ae aeeennemnraemighicaian canada emnenaae te haar 
Account verified; correct for______-__-______ $ |Z = = 
ea > 8 
(Signaturetorjinitials)) = 29) pee ae ee ee ee 


I certify that the above articles were received in good condition, after due inspection, acceptance, and delivery prior to payment as required by law, or the services performed 
as stated; that they were procured under the contract numbered above or the unnumbered contract attached hereto, or that they were procured without written contract, in open 
d market, and with or without advertising, under the circumstances stated in No. ___________- of “Method of or Absence of Advertising” shown on reverse hereof, and were necessary 


for the public service; and that the prices charged are just and reasonable and in accordance with the agreement. 


tApproved for) $20. c.—--.----=-2~--2---==- j (Sign original only) 


eS SE 
he Treasurer of the United States 


in favor cf payee named above. 


* When a voucher is signed or receipted in the name of a company or corporation, the name of the person writing the com- 


pany or corporate name, as well as the capacity in which he signs, must appear. For example: Syohn wos @umpanyperonnty Pep 000) fone ee 

Smith, Secretary,” or ‘‘ Treasurer,” as the case may be. Sama Nani (telit Tite Oe re e SOILS a tig in) ke Mik ee Saw ye ton) ye 
+ lf the ability to certify and authority to approve are combined in one person, one signature only is necessary; otherwise 

the approving officer will sign in the blank space below ‘‘Approved for $.-------------- ,’ and over his official title, GT | ES oer Ee 


GOVERNMENT PRINTING OFFIOR 10—1751 


METHOD OF OR ABSENCE OF ADVERTISING 


(Section 3709 of the Revised Statutes) 


1. After advertising in newspapers. 
2. (a) After advertising by circular letters sent to -_----_-_-_--_-_________. ___ dealers. 
(b) And by notices posted in public places. 


(If notices were not posted in addition to advertising by circular letters sent to dealers, explanation of such omission must be made. The 
notation on the certificate on the face of the voucher must be ‘2 (a) (5)”? or ‘2 (a),”? depending on whether or not notices were posted.) 


3. Without advertising, under an exigency of the service which existed prior to the order and would not admit of the delay incident 
to advertising. 


4, Without.advertising in accordance with 2-2 7 ee ee 
5. Without advertising, it being impracticable to secure competition because of _____--___-___-____--_--------------------------------------------= 


(Here state circumstances under which the securing of competition was impracticable) 


Norr.—The above form ‘‘Method of or Absence of Advertising”’ is to be used when purchases are made or services secured under 
proper authority without written agreement in any form. In case of a written agreement (formal contract, proposal and acceptance, 
or less formal agreement) Standard Form No. 1036 (Revised) should be used for abstracting the method of or absence of advertising and 
award of contract. (See General Regulations No. 51, Supplement No. 6, General Accounting Office, August 20, 1930.) 10—1751 


& 


e 


» 


Standard Form No. 10842 


coasmaeccatt., Public Voucher for Purchases, and Services other than Personal * 


une 18, 1926 
(Revised August, 1930) 


Os Vous Nei one eee are 


ee ee en ee ee eee eens 


(Voucher prepared —__——————<———-- nn on nnn nnn Sen ) 
Me) at we 4 (Give place and date) —~ ; 
UY. §, DEPARTMENT OF AGRICULTURE 


(Department, Bureau, or Establishment) 


PAID BY 


Appropriation: re rrr nn ne ee ee ctem ar bear 


~ 


UPD SIDR Tire. aaa eeoneanie ent amet eee 


; , ; ie gee x (Payee) 


Address _____.. Wa wees aN hit ie sata ts sain neuen aeedrename eS ia: Posonerss jor DEO EET Me Payers Acct. No. ...--.-------aee 


(For use of Paying Office) 


Contract Noveviusasut ig collier gapadDate Dida whew esuu ate New = __.._____.. | Date_________.----_ 
Ga Gh Si Pa Oa Mr ee Bee: eee eee oe For wun eee ee - = —_ 
2 ety | P yeaa te ARTICLES OR SERVICES vi UNIT PRICE AMOUNT : NOTATIONS. 
Expen No. and Date |DateofDelivery| (Enter description, Item Number of Contract or General Supply | QUAN- : - ; ae 
Symbol °F Order e Ne Si eviee © -. Schedule, ahd: other information deemed necessary) © TITY yeu Per Dollars ore Dare me 
Terms: os 2252020 % Discount Cash _____-_.-.-.---- days column 
| f | 
| | ss | 
anaes w 
| e\G | | 
| | | 
| | | 
} | | 
| | | 
om oe 
(This certificate not required when a like certificate is made by psyee on attached bill or bilis) a a Ss | i Rae ae 
& I certify that the above bill is correct and just, and TOTAG s) | eesos tee eae eee ee 
oP that payment therefor has NOT been received. | 
= 
i | | aCe EL Pe As te Se Sl An, 2 ee eee eee | 
a 
* Payee fi. -5— sec swe nee soe se eon de ow ean eon iene nee ge ese RLS ieee elves anes ee Renee Sele eee a ee Lv 
(Additional statements by Department, Bureau, (Accounting Classification) (Payee must NOT use this space) 
or Establishment, if deemed necessary) 
MO erences. re eee te ne eee = ee ee ee ee eee J emeereee | ok ee 2! 
Account verified; correct for______-_____-__- $ SS = 


(Signature or initials) 


I certify that the above articles were received in good condition, after due inspection, acceptance, and delivery prior to payment as required by law, or the services performed 
as stated; that they were procured under the contract numbered above or the unnumbered contract attached hereto, or that they were procured without written contract, in open 
market, and with or without advertising, under the circumstances stated in No. ___________- of “Method of or Absence of Advertising’ shown on reverse hereof, and were necessary 
for the public service; and that the prices charged are just and reasonable and in accordance with the agreement. 


Approved for $22. (Memerandum—Do not sign) 
Fite mes Sere e eee rae ar vee en 4 he ee 
on Treasurer of the United States 
F Ce ING ee ee et B65 1-7 c keene eka a ae 2b CSS NA al le SO in favor of payee named above. 
Paid by 
aa Sere oes we HX Se pe, ey ee eae ee YEE DA ae ae We ee RR Aa SE EE 
(Memorandum—Do not sign) 
* When a voucher is signed or receipted in the name of ® company or corporation, the name of the person writing the com- 
pany or corporate name, as well as the capacity in which he signs, must appear. For example: oTobnEbce@ompanyapor Jobnulie Pere ata eke wnt eS 3 oe ee eS 


Smith, Secretary,” or ‘‘ Treasurer,” as the case may be. : , ; 
+ If the ability to certify and authority to approve are combined in one person, one signature only is necessary; otherwise 
the approving officer will sign in the blank space below ‘‘Approved for $..-.-----------. ,” and over his official title, 


GOVERNMENT FRINTING OFFIOB -8—8285 


Bete 


METHOD OF OR ABSENCE OF ADVERTISING | 


(Section 3709 of the Revised Statutes) TAAMT S&S AS ry 
1. After advertising in newspapers. mitted dated seine , : Sais 
2. (a) After advertising by circular letters sent to .__--.......__-.-..-.--.------ dealers. Pe at 


(b) And by notices posted in public places. 
(If notices were not posted in addition to advertising by circular letters sent to dealers, explanation of such omission must be made. The 
notation on the certificate on the face of the voucher must be ‘2 (a) (4)’? or ‘£2 (a),”” depending on whether or not notices were posted.) 


3. Without advertising, under an exigency of the service which existed prior to the order and would not admit of the delay incident _ 


to advertising. nn Sties otters pace 
4.. Without:ad yertising iit aceomdance with eS See werent ene EE ee ee eee 
5. Without advertising, it being impracticable to secure competition because of ____.....-.--------------------------------------------------------) | 

Tonner" Here state circumstances under which the securing of competition wasimpracticable) ====St=<“<i=i‘<C;CS*SW Secscer ae 


Norre.—The above form “Method of or Absence of Advertising’’ is to be used when purchases are made or services secured under 
proper authority without written agreement in any form. In case of a written agreement (formal contract, proposal and acceptance, — 
or less formal agreement) Standard Form No. 1036 (Revised) should be used for abstracting the method of or absence of advertising and 4 


award of contract. (See General Regulations No..51, Supplement No. 6, General Accounting Office, August 20,1930.) === 101751 we 
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Standard Form No. 40 Contract iNe, == 


air At na CONTRACT FOR TELEPHONE SERVICE ping ine 


THE UNITED STATES OF AMERICA Tel. No. ---------------------—- 

For the Fiscal Year Ending June 30, 19_-__-- 
Oa ice Gaeene=-senemer raps ecssemeenemasn 

(Department or agency) (Bureau or office) (Address) 
‘Sika din ee PNR Alcctict cin ten, iB ee ee dn ee bs gry Ahees, paultientAdew@edl for furntatda 
RATE PER MONTH 
DESCRIPTION OF SERVICE Se cuaRGe 
Per unit Total rate 
Tora, | 

Information’for directory listings: -.2-.---.2-2c.2..---2¢--2-2-----2-see--2------ 0 ool bebe. aheaqns a0. 

. (When affecting existing service, fill in these spaces) 
Supplements Contract No. ------.-------- Pe NES) Lot 6 Se Se aoa Sea , under Telephone No. _ 2:12.22 2224-24. 22s 


The Unirrep States or America, by the undersigned, its duly authorized agent, requests, and the 
contractor agrees to furnish, the service above specified and toll service in connection therewith, subject 
to the following terms and conditions: 


TERMS AND CONDITIONS 


This contract is subject to all rates, charges, rules, practices, or requirements which may be lawfully established. 
Recognition is given to the fact that the United States Government fiscal year ends on June 30. The United States may, 
at its option, renew this contract from year to year and the whole or any part thereof may be terminated, subject to any 
charges applicable thereto, at any time upon ten days’ written notice by either party to the other. Payment hereunder shall 
be contingent upon the availability of appropriations therefor, and shall not be made in advance of service rendered. 

The United States, and all officers and agents thereof, shall be held harmless by the contractor from and against all 
demands of any nature or kind for or on account of the use of any patented article, combination, or process which may affect 
the services rendered, including any telephone facilities furnished and used by the United States under this contract. 

The contractor shall not employ any person undergoing sentence of imprisonment at hard labor. 

No Member of or Delegate to Congress, or Resident Commissioner, shall be admitted to any share or part of this con- 
tract or to any benefit that may arise therefrom, but this provision shall not be construed to extend to this contract if made 
with a corporation for its general benefit. 


Executed this -.-..:---.-------- Aa yi Plestace-ad-wad Leases) bokiton-od- te gid Qaedizes 


UN peeking, oenetens sapien » iat to IN aia aah SAI ne Ri Ra 
(To be entered by Telephone Company) ; 
ERNE Leena ee as ei IN > CRN 82 corte 09 ae 
Service begun ----_------------------------------------- Ee ae mc Gare egg. oar eer eee 
(Name of contractor) 
Exchange -....-----------------------------------------+--=------==- ie 2 Sr suds Soa Ee aera meas ane Rennes 
Telephone No. ---------------------------------------------------- ACLU) a ii EC aia GRE I Ean napt RS ete 


(SEE INSTRUCTIONS ON REVERSE) 10—1897 


INSTRUCTIONS 


1. General. 


(a) This form will be used, with the exception of the Army, Navy, and Coast Guard, in ordering telephone service 
within the United States except in the District of Columbia. 


(b) Original of form and copies as required will be prepared and executed on behalf of the United States. If form 
covers orders in connection with existing service, such as additions, discontinuances, changes, etc., the number and date 
of the existing contract which the new form supplements or affects and the existing telephone minmbee will be entered in 
the spaces provided. 


(c) The telephone company receiving the form will, upon completion of the work involved, fill in spaces indicated and 
return all copies, signed by its aris YAS agent, with the exception of one copy which the telephone company will retain 
for its files. 


2. Exchange Service. 


(a) Every quantity of exchange service with which a specific charge is associated by the contractor shall appear. as a 
separate item in the contract. 


(6) The wording of each item shall fully identify the service quantity for which a charge is made. Contracts including 
unit quantities shall specify the number of units of each kind and the charge per unit. 


(c) Hach contract charge shall be so specified as to clearly show whether it is a monthly charge, or a nonrecurring 
charge such as a service connection, installation or other flat charge. 


(d) Where any supplementary addition to, discontinuance of, or change in any existing service is required ie the 
subscriber, the additional, discontinued or changed item or items shall be covered by a supplemental agreement executed 
on a separate Standard Form No. 40. 


3. Abbreviated Wording. 
In making the contract, the words used to identify service to be rendered may be abbreviated, but— 


(a) Service quantities which according to the tariffs of the contractor are subject to different individual charges shall 
not be consolidated into one item, and 


(b) No specification necessary to full identification and checking of any charge shall be omitted. 


4. Toll Service. 


Charges for toll service shall not be set forth in this contract, but such charges shall be quoted at any time on 
request of the subscriber or any representative thereof, so as to indicate clearly in each case— 


(1) Type of call to be handled. 

(2) Initial rateand period. 

(3) Overtime rate and period. 

(4) Hours, if limited, within which the quoted rates apply. 


No error in any such quotations shall affect the billing and payment of the correct charges for any service rendered. 


5. Authority for Changes in Charges and General Changes. 


If changes are approved or ordered by any legally constituted authority having jurisdiction, or otherwise lawfully 
established by the contractor, which affect the charges for exchange service, or any of the terms of an existing contract or 
of these instructions, the subscriber shall be notified thereof by the contractor promptly in writing, stating the telephone 
involved, the authority for the change, the date effective, the charge or provision of the contract or instructions affected, 
and the new charge or requirement. This notification should be in duplicate. 


G. 8. GOVERNMENT PRINTING OFTIOB: 1939 10—1897 


Invitation Nossa eee 


U.S. Standard Form 33 (Revised) 
Approved by the Secretary @ontract NO. - 2 ene ee 


ofyuly 12,1980" INVITATION, BID, AND ACCEPTANCE 
| | (SHORT FORM CONTRACT) 


(Department or establishment) (Office or station) 
ee er Se en a: eee er Otte: Si te ae ee ee a ce SursOD ome FST HY COU Haye 6a CREO 
INVITATION 
pesled bids, dn.-90, nse -aisth-nesisspar-wtimseneit-otidire subject to the conditions on the reverse hereof, will be received at this office 
until -.ee%ree ico o’cloek seqosc_e te Pacre-ed Mele «.lannd+ Joncores eee hoteonss a , and, then publicly opened, for furnishing the 
following supplies,“and/or services; for delivery ‘at ec Lode onolsinioe) lugbieesl so .esigio') of aloweletl 
oilw esergno) od) Y@Neme)quni orp loleted zal lawbel ye sbuloat al (Bite) bid asvitl 1c 
ITEM | ! AMOUNT 
NO ARTICLES OR SERVICES QUANTITY UNIT UNIT PRICE 4345 Sate ese 
Dollars Cents 
4 
> 
| 
a 
BID 
j ee ee eR at fee Ea ay | UT ones ctungep se ine 
In compliance with the above invitation for bids, and subject to all the conditions thereof, the undersigned offers, and agrees, if 
this bid be accepted within ----.____ days from the date of the opening, to furnish any or all of the items upon which prices are quoted, 
Bertie priceret, Oppostve CACH Lem, 1.6.04 6 Re and, unless otherwise specified within _____.______ 
» days after receipt of order. 
Discounts will be allowed for payment as follows: 10 calendar days, ______-___-- percent; 20 calendar days, -_.__----__- percent; 30 
calendar days, ------------ percent. 
CO SYANOTES 4 ea eral cull pega at Ain erty hae a tk ste a adress 228 20 DAG BS CINTOVOW (N.C SHAM gt ragmatae Wt 
By..se-berniteoY alsbodes od} Io-motoed adt.te teesslnereti cc TMG 8 ot es ee Are, ae SOMO. Coe me gee Seaman eet ae ana 


(Signature of person authorized to sign this bid) 


ACCEPTANCE BY THE GOVERNMENT 


<—wem 


oy a 


CONDITIONS 


1. The Government reserves the right to reject any or all bids, to waive any eforulity | in bids and, unless otherwise specified 
by the bidder, to accept any item in the bid. In ease of error in the extension of prices in the bid, the unit prices will govern. 

2. Time, in connection with discount offered, will be computed from date of the delivery of the supplies.to carrier when final inspec- 
tion and acceptance are at point of origin, or from date of delivery at destination or port of embarkation when final inspection and 
acceptance are at those points, or from date correct bill or voucher id ee certified by the contractor is received if the latter date is 
later than the date of delivery. 

3. In case of default of the contractor, the Government may procure the articles or services from other sources and hold the con- 
tractor responsible for any excess cost occasioned thereby: Provided, That if public necessity requires the use of materials or supplies 
not conforming to the specifications they may be accepted and payment therefor shall be made at a proper reduction in price. 

4. No Member of or Delegate to Congress, or Resident Commissioner, shall be admitted to any share or part, of this contract or 
to any benefit that may arise therefrom unless it be made with a corporation for its general benefit. 

5. Prices bid herein include any Federal tax heretofore imposed by the Congress which is applicable to the material on this bid. 
If any sales tax, processing tax, adjustment charge, or other taxes or charges are imposed or changed by the Congress after the date 
set for the opening of this bid, and made applicable directly upon the production, manufacture, or sale of the supplies covered by this 
bid, and are paid by the contractor on the articles or supplies herein contracted for, then the prices named in this bid will be increased 
or decreased accordingly, and any amount due the contractor as a result of such change will be charged to the Government and entered 
on vouchers (or invoices) as separate items. 

6. Unless otherwise specified by the bidder, it is understood and agreed that only such unmanufactured articles, materials, and 
supplies as have been mined or produced in the United States, and only such manufactured articles, materials, and supplies as have been 
manufactured in the United States substantially all from articles, materials, or supplies mined, produced, or manufactured, as the case 
may be, in the United States shall be delivered pursuant to a contract awarded as a result of this bid. 


_NOTICE:-— Paragraph 1, above, is hereby amended to read as follows: 


1. The Government reserves the right to reject any or all 
bids, to waive any informality in bids and, unless otherwise 
specified by the Government or by the bidder, to accept any item 
in the bid. In case of error in the extension of prices in the 
bid, the unit price will govern. 


INSTRUCTIONS TO BIDDERS 


1. Samples of items, when required, must be furnished, free of expense, prior to the openiny of bids, and, if not destroyed, will, 
upon request, be returned at the bidder’s expense. 

2.. Prices should be stated in units of quantity specified, with packing included. 

3. Time of proposed delivery must be stated in definite terms. If time varies for different items the bidder shall so state. 

4. Envelops containing bids must be sealed and marked on the upper left-hand corner with the name and address of the bidder 
and the date and hour of opening, and addressed as instructed. 

5. To insure prompt payment, the original bill only should be certified as follows: ‘‘I certify that the above bill is correct and 
just, and that payment therefor has not been received.” 

6. For further instructions read U.S. Standard Form 22 (Instructions to Bidders). 


INSTRUCTIONS TO CONTRACTING OFFICERS 


1. If shipment is made by Government bill of lading, observe consolidated classification requirements so as to secure the lowest 
rate applicable. 5 

2.. Although this form meets the requirements of a formal contract (R.S. 3744), if the execution of a formal contract with bond is 
contemplated U.S. Standard Forms 31 and 32 should be used. 

3. If there is not sufficient space on the schedule to list all of the items, insert at the bottom of the schedule ‘‘ Continued on _____..__ 
sheets of U.S. Standard Form 36”, and use that form also. 

4,. If it is definitely known that final acceptance cannot be accomplished within 10 or 20 days from date of delivery due to necessity 
for tests or analyses which cannot be accomplished within that time, delete, before issuance, the discount provision relating to 10 calendar 
days or to both 10 and 20 calendar days. The provision relating to discounts may also be deleted when funds do not become available 
so that payment may be made within such time limits. 

5. If the contract is likely to involve patent liability, the article on patents as contained in U.S. Standard Form 32 should be used. 


U.S.GOVERNMENT PRINTING OFFICE 10-1806 


£ 


Standard Form No. 36 
Approved by the President 
~ June 10, 1927 


STANDARD GOVERNMENT FORM OF CONTINUATION SCHEDULE FOR STANDARD FORM 31 OR 33 
(SUPPLIES) 


ba 


est ¢ 


(Bidder) 
10—1800 [ovER] 


UV. 8, GOVERNMENT PRINTING OFFICE: 


ITEM 


No. 


=O= 


10—1800 


ARTICLES OR SERVICES 


QUANTITY 
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PRadeE tee eae 2 a ST ATEMENT AND CERT I FI Cc ATE (CONTRACT NUMBER: OR, IF NOT NUMBERED, GIVE NAME OF CONTRACTOR) 


August 20, 1930 


(Department or establishment) (Bureau or office) (Location) 


METHOD OF OR ABSENCE OF ADVERTISING 


(Section 3709 of the Revised Statutes) 


1. After advertising in newspapers. 
2. (a) After advertising by circular letters sent to__.....______.._........__- dealers. 
(b) And by notices posted in public places. 
(If notices were not posted in addition to advertising by circular letters sent to dealers, explanation of such omission must be 
made, The notation on the certificate below must be ‘2 (a) (5)’’ or “‘2 (a),’? depending on whether or not notices were posted.) 
3. Without advertising, under an exigency of the service which existed prior to the order and would not admit of the 
delay incident to advertising. 
4, Without advertising in accordance with 


J re” | (Here state circumstances under which the securing of competition was impracticable) 


AWARD OF CONTRACT 


A. To lowest bidder as to price (Expenditures). 

| 9 B. To other than the lowest bidder as to price (Expenditures). 
C. To highest bidder as to price (Receipts). 

D. To other than the highest bidder as to price (Receipts), 


‘ CERTIFICATE 


I crertiry that the foregoing statement is true and correct; that the agreement was made in consequence of No 


of the method of or absence of advertising and in accordance with award of contract lettered ________________. , a8 shown above; 
that where lower bids (expenditure contracts) or higher bids (receipt contracts) as to price were received a statement of rea- 
sons for their rejection, together with an abstract of bids received, including all lower than that accepted in case of expendi- 
ture contracts and all higher io case of receipt contracts, is given below or on the reverse hereof or on a separate sheet 
attached hereto; that the articles or services covered by the agreement (expenditure) are necessary for the public service, 
and that the prices charged are just and reasonable. 


(Signature of contracting officer) (Title) 


Nortz.—This statement and certificate will be used to support all agreements, both formal contracts and less formal agreements of whatever character, involving 
the expenditure or receipt of public funds. It must be executed and signed by the contracting oflicer (unless the award is made by or is subject to approval by an 
officer other than the contracting officer, when execution and signature may be made by such officer). U. 5. GOVERNMENT PRINTING OFFICR. 10—1958 
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UNITED STATES DEPARTMENT OF AGRICULTURE - 
AGRICULTURAL ADJUSTMENT ATMINISTRATION 
WASHINGTON, D.C. ‘ 


September 22, 1936 


To Directors of Extension, Officers and Directors, County 
Agricultural Conservation Associations, and Members of 
Agricultural Conservation Committees. 


In connection with the procedure prescribed for use in mak~ 
ing payments to county agricultural conservation associations to 
cover estimated administrative expenses, the Acting Comptroller 
General has prescribed ".....that the Department will immediately 
issue instructions to conservation associations or committees of 
producers to the effect that no payments will be made to employees 
of such associations or committees who have or will receive compen-— 
sation for the same period from another source....." 


Specifically, the above provision prohibits the payment of a 
per diem compensation to any officer, committeeman, or employee of 
an Agricultural Conservation Association, or committee of producers, 
including any person employed under letter of authorization in county 
or State offices, for personal services rendered for the same period 
that such person has received or is to receive compensation from any 
other Federal agency. 


By period is meant the working period, such as a day, and pay- 
ment can not be made to any person for work during such period if 
such person is to be compensated for his services during such period 
by any other Federal agency. Any person, having performed services 
for any other Federal agency during such period would not be entitled 
to compensation from an Agricultural Conservation Association or under 
a letter of authorization for services so performed. 


It is requested that these instructions be strictly adhered to. 


It is also requested that, wherever possible, the responsible 
officials will encourage the spread of employment by employing only 
persons who are not holding other employments. 


Effective with services rendered on or after September 1, no 
payment may be made by a County Agricultural Conservation Association 
or County Control Association to a County Agricultural Agent or other 
employee of the Extension Service being paid in whole or in part from 
funds furnished by the Federal Government, regardless of whether or 


=m Dw 


not such payment is a part of such person's regular salary or is an 
addition to such salary. This should not be so interpreted as to 
prohibit payments by associations of legitimate traveling expenses 
of the employees mentioned if otherwise authorized by the regional 
director in connection with work of the Association. 


Meany a Secu 


George HE. Farrell, 
Director, Western Division. 


Concurred in: 
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Ce W. Warburton 
Director of Extension Work 
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Form WR-22 Transmittal Sheet, will be prophrsd a qusdrupitesto~(priginal 
and 3 carbons) by the County Agricultural Conservation Association. The original 
will be forwarded by letter mail to the State Agricultural Conservation Office 
and two carbons will be forwarded to that Office by parcel post or express, to- 
gether with the listed applications for payment and related documents. The 
original will be neld by the State Office until the copies and applications are 
received, One copy will be retained by the County Association until one of the 
copies forwarded to the State Office is receipted and returned to the County. It 
is not necessary that the County Committee sign the Transmittal Sheet. 

In Column (a) of the Transmittal Sheet the serial numbers of the application: 
for payment will be listed in mumerical order. 

In Column (b), will be listed the serial number of Form WR-10 for the farm 
with respect to which the application for payment is submitted. for eacn Appli- 
cation for Payment--Multiple Farms--the serial numbers of the two or more Forms 
WR-10 for the farms with respect to which Form WR-l2 is submitted will be listed 
in order one below the other in Column (b). 

In Column (c), will be entered the name of the applicant who has submitted 
the Application for Payment. 

In Golwmn (d), (e), (f) and (g) will be entered the letter "x" to indicate 
the related forms which are being transmitted with each application for payment. 
If Form WR-10 relating to a particular Application for Payment nas been previously 
transmitted to the State Office witn another Application for Payment with respect 
to the same farm, enter in Column (d) the letter "'T" to so indicate, 


In Column (h) list any other forms being transmitted with Application for 


Payment, Lip a Find, 


GRORGE E. FARRELL, ~ 
Director, Western Division, 
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WR Adm. 4 Issued October 16, 1936 
United States Department of Agriculture 


Agricultural Adjustment Administration 
Washington, D.C. 


WESTERN REGION 


STATH AGRICULTURAL CONSERVATION OFFICE 


I, RECEIVING, RECORDING, AND PREPARATION OF Lots 

The applications for payment will be received from the county listed 
on a form of transmittal sheet, to be mimeographed in the State Office and 
furnished to the coumties, pending receipt of the printed supply from 
Washington. 

The Application for Payment-Single Farm, Form WR-1l, should be ac- 
companied by Form WR-10, Report of Performance and Form WR-13, when neces- 
sary. The Application for Payment-Multiple Farms, Form WR-1l2, should come 
in from the County accompanied by Forms WR-10, WR-12A, WR-12B, and WR-13, 
as may be necessary. 

a. Transmittal Sheets 

The original of the Transmittal Sheet will be received from the 
County by letter mail as a notice that 2 copies thereof and listed ap- 
plications for payment are being forwarded by parcel post or express. 
These forms will be brought together when received. 

The applications for payment shall be checked immediately against 
the transmittal sheet to see that all forms which are supposed to have 
been transmitted by the County are actually received in the State Office. 
The proper notation by symbol (Vv) shall be placed next to each item on 
the transmittal sheet for which all forms listed are received. Proper 
notation should also be made in the case of any item for which a fom 
is listed but is not received. In all cases ee form is listed, 


but is not received, and such form is essential to the proper audit of 
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the application involved, this item shall be ruled from the transnittal 
sheet and all papers which were received under this item shall be returned 
to the County with the request that the missing document be supplied and 
the complete set of papers be returned to the State Office on a subsequent 
transmittal sheet. At the same time, one copy of the transmittal shall be 
receipted and returned to the County. 
bd. Audit Listing Sheet 

The listing sheets for the County which will be provided by the 
Statistician of the State Office will then be pleced with the applications 
for paynent. 

C. Preparation of Lots 

The applications for payment shall then be separated into lots of 
approxinately 50 cases each, but corresponding to complete pages of the 
transmittal sheets. For instance, if the first two pages of the trans- 
mittal sheets should comprise 60 cases, then these two pages with the 
related applications for payment, should become Lot No. 1. The lot number 
should clearly be written at the top center of each transmittal sheet, 
both original and duplicate. After the lot number has been assigned, 
the original lot sheet will be placed with the lot of applications to 
pass through the various operations. The duplicate lot record will be 
filed in lot number order by county to be used for reference until the 
Lot Record Clerk receives the original lot record back from the final 
operation. The lots from each County in any consignment shall be numbered 
in sequence and subsequent consignments from the County should follow in 
line in the series. In order to keep track of these lots and lot numbers 
there will be designated in each State Office a clerk who will assign 


these lot numbers in order, and will record them on a series of cards, 
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with one or more cards for each County, keeping an exact record of the 
lots made up for cach County and the date on which numbers are given 
thereto. The lot record clerk will attach to each lot a form (suggested 
forn attached) on which the several operations of the State Office will 
be set oute Hach clerk will initial opposite his operation, giving the 
date on which such operation was completed. The clerk who completes the 
last operation on the lot in the State Office will detach the form and 
send same to the lot record clerk who will indicate on his card for the 
lot that the lot has cleared the State Office, giving the date. 

d. Previously Suspended Items 

The lot record clerk in lotting out cases which have been previous- 
ly suspended either by the State Office or the General Accounting Office 
will prepare the lot record by the use of a transmittal sheet made up in 
duplicate by pen or pencil to show county code and name, number of appli- 
cations, serial number(s) of WR-10(s) involved, and names of applicants. 
The handling and disposition of these two copies of the lot record shall 
be the same as in the case of original submissions from the county. The 
lot number to be assigned shall follow in the regular series of the county. 
However, in the case of applications suspended by the State Office, the 
lot number should be followed by the letter "R" to indicate resubmission, 
and in the case of applications suspended by G. A. 0. the lot number 
should be followed by the letters "GAO" to indicate the type of case in- 
cluded in the lot. The two types of resubmitted cases should never be 


included in the same lot. (Note: In numbering Forms ACP-13 and ACP-14 


for these lots, the letters after the numbers should be dropped.) 
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II. EXAMINATION UNIT 

The examination procedure involves six operations, which may be 
known as follows: Examination Unit, Operation No. 1, Examination Unit, 
Operation No. 2, Computing Unit, Operation No. 1, Examination Unit, 
Operation No. 3, Computing Unit, Operation No. 2, and Review Unit. 
This procedure is dealt with at length in another circular. 

On each Form WR-10, at such point giving sufficient space, there 


will be impressed a rubber stamp of the following outline: 


Serial Form : Name of Applicant | 


‘ 
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When each application Pere Wee examined an initialed by Examina- 
(10m Uni, Operation No. 1, the examiner will fill in on the first line, 
first space, the serial number of the application, the form number of 
the application, that is WR-1l or WR-12, and the name of the applicant. 
This information placed conspicuously on the face of the WR-10 will pre- 
vent the same individual having duplicate applications accepted, and will 
prevent an application being accepted from a person not ertitled to pay- 
ment under any Report of Performance, Form WR-10. The Form WR-10 itself 
will show just what individuals may make application for payment. A 
second or third proper application based on any Form WR-10 will be 
entered in the same manner. 

It may be well to state at this point that at the conclusion of 
the Examination Unit, Operation No. 1, the Forms WR-10 for all cases not 
suspended must be routed immediately to the Statistician who will arrange 


to take off immediately such statistical information as may be required, 


after vhich they will be promptly filed in numerical sequence by Counties. 
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This is very important and every effort must be made to get the Forms 
WR-10 to the files in proper order at the earliest possible moment after 
they have been used in the first examination. In all suspended ee 
Form WR-10 and WR-11 or WR-12 with related papers will be routed ta 


Clearance Unit for necessary action. Where it is not necessary to re- 
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turn Form WR-10 to the County, such form will be filed in the general 
_files. Other forms, if not to be returned to the County, shall be held 
by the Clearance Unit. At this point also, the listing sheets will be 
returned to the Statistician. 

a. Current Suspensions 

Except in the most unusual cases, suspensions will occur only in 
Examination Unit, Operation No. 1. In case of a suspension the examiner 
will attach a "suspension sheet" (suggest ed form attached) stating clear- 
ly the information called for therein. He shall then note on the trans- 
mittal sheet attached to the lot the fact that the case is suspended by 
writing in after the name of the applicant the contraction "Susp." with 
the date. The suspended case or cases shall then be routed to a "sus- 
pension clerk", who is with the Clearance Unit who will review the case 
and take proper action. 

It may happen that occasionally the County will request the re- 
turn of an application after it has been placed in examination procedure. 
In such case, the application shall be withdram from the lot, ruled 
from both copies of the transmittal sheet with notation that case is 


returned at request of the county showing date thereof. In such case, 


also, the county, on resubmission, shall handle as new business by 


listing the case on a subsequent transmittal sheet. 
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b. Corrections on Audit Listing Sheet 

Examination Unit Operation No. 1 should change the aame of the 
signer of the Worksheet on the Listing Sheet where the WR-1O and WR-11 
show there hes been a chenge in the operator and/or landlord since the 
Vorksheet was filed. 

c. Preparation of Duplicate Forms 

In the review operation duplicate Forms WR-11l and WR-1e2 will be 
prepared by a designated clerk or group cf clerks just the same as the 
originals of these forms. Immediately after the review clerk has approved 
the WR-lls and 12s, the duplicates will be forwarded to the Junior Statis- 
tician, who will take statistics therefrom, after vhich they may be filed. 
III, ACCOUNTING UNIT | 

Fron the Review Unit, the Applications for Payment go to the Account- 
ing Unit for the preparation of Forms ACP-123A, ACP-13B and ACP-14, the 
former two constituting the schedule of approved payments and the last 


being the covering voucher. In preparing the two Forms ACP-13, use 


five Forms 13B with two Forms 13A underneath, with narrow carbons extend- 
ing far enough to cover only the "Amount" column of the Forms 134, On 
these Forms ACP-13A and 13B, the approved Applications for Payment will 

be typed in numerical order, giving the information as provided for in 

the heading and filling in the columns as required, double spacing be- 
tween lines. In the column headed "Amount (c)" will be entered the anount 
due the payee (applicant) at this time as shown on the last line of the 
"Certificate of Certifying Officer" on the face of the Forn WR-11, and 
the reverse of WR-l2. In the column for "Class I payment (e)" will be 
entered the amount shown in the circle inmediately after the printed 


matter on line 24 of the reverse of VWR-ll, or Iten B, Section 3, of WR-12. 


In the last column "Class II payment (f)" will be entered the amount 
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shown in the circle immediately after the printed matter on line 25 of 
the reverse of WR-11, or in Item C, Section 3, of WR-l2. When all of the 
approved applications in 4 particular lot have been typed on these foms 
a verbal comparison between the typed sheets and the applications themselves 
will be made with particular reference to the name of each payee (applicant), 
the amount due, and the amounts of Class I and Class II payments. Then an 
adding machine total of these three columns will be made from the typed 
sheets and similar totals from the applications themselves. The totals 
mast agree and be typed on the Form ACP-13B, before the schedule of payments 
may be considered complete. In order to check further the accuracy of the 
entries in these three cuiumns, the totals of Class I and Class II payments 
should be added together and multiplied by .90, which should give a figure 
to agree within a few cents with the total of the "Amount Due" columns. 

Form ACP-14 must then be prepared with an original and three carbons. 
The D. 0. Voucher No. should be left blank but the administrative number 
should be filled in. Such administrative number will be the lot number 
preceded by the State and County Code. Just below the title of the ap- 
propriation write in the name of the office "State Agricultural Conserva- 
tion Office" and on the line immediately below the name of the city and 
state in which the office is located. To the right and opposite "Account 
verified for" fill in the total amount due the several payees as shown on 
ACP-13B. The amount should be initialed in the space provided by the 
accountant after this form has been completed and he has examined it. 
In the certificate give the inclusive numbers of the pages of ACP-14B to 
which this ACP-14 pertains and the approved amount which is the same as 


shown above. The title of the Certifying Officer and the date certified 


should be shown on the lines provided. The block at the very bottom 
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is for the use of the Regional Disbursing Officer. 

Staple together ACP-14 and the corresponding copy of ACP-13B, 
Place the original and one carbon of this combination, two additional 
carbons of ACP-13B, and the two copies of form ACP-13A with the approved 
applications for payment comprising this lot. The remaining combination 
of Forms ACP-13B and ACP-14 will be held by the Accountant. 

a Preparation of Form ACP-22 

The Accounting Unit will then prepare the Schedule of Disburse- 
ments Form ACP-22 in sextuplicate. In preparing this form on the first 
line over "Department or establishment" write the word "Agriculture", 
if not printed in, following which ane "AAA Western Division' with city 
and state in which state office is located. The space for the date paid 
shall be left blank. The entire next line is for the use of the Regional 
Disbursing Officer: After the word "Period" insert the month during 
which it is expected the vouchers listed will be paid. The line for 
‘Symbol No." shall be left blank. The "Bureau Schedule No." shall be 
inserted and will follow in order in the series now in use in scheduling 
payrolls. The date to be entered is that on which the schedule is pre- 
pared. On the line for "Appropriation or fund" write in the appropriation 
symbol and title as they appear on ACP-14. The column for "Disbursing 
Officer's Voucher No." and the next small column shall be left blank. 
The next column should show the Administrative number as given on each 
ACP-14. In the payee column write the word "Various." In the next column 
insert the proper amount due as showm on Form ACP-14. The title of the 
certifying officer should be typed in on the bottom line. The number of 
vouchers included on any one schedule of disbursements should not contain 


more than approximately 300 payees. The Schedule of Disbursements may 
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tint es 
involve applications for payment from more than one county. 
be. Transmitting Accounting Forms 

At this point in the procedure, the Schedule of Disbursements, 
Form ACP-22, Forms ACP-13B and 134, ACP-14, and the related applications 
for payment, should be turned over to the Executive Secretary for such 
examination as he may care to make, after which the Schedule of Disburse- 
ments, Form ACP-22 and the Public Voucher for Agricultural Conservation 
Payments, Form ACP-14, should be signed by the proper Certifying Officer, 
who may make such examination as he may see fit. 

This completes the procedure necessary in the State Office and 
there should now be forwarded to the General Accounting Office with re- 
spect to each lot or group of lots the following: 

1. Several lots of applications for payment (original copies 

only) for not more than 300 payees. 

2» Form ACP-13B (original and two copies) for each lot of 

applications for payment. 

3. Form ACP-13A4 (two copies) for each lot of applications 

for payment. 

4, Form ACP-14 (original and two copies) for each lot of 

applications for payment. 

5. Form ACP-22 (original and five copies) covering the number 

of lots pursuant to No. 1 above. 
ec. Pre-Audit Differences 

When any case is returned by the General Accounting Office with 

a pre-audit difference sheet, this case must, of course, be eliminated 


from the accountant's records by counter entry with proper reference to 


the particular item so returned. Any item so returned should, of course, 


a ENS Wide 
ie Peal oat aha 


Peas , “J 4 i 


A) - 
~~ a y ws 
Te vs 
‘ A he 

PY ' 

ni 
P.etu,, 

vat 


al a ia gf hl A Wi cite OY ee 
oe ey art QaR tes: con 
Hf 
} ae ee era wie ren COE Pt) me oe St 7 
a “ Pie ‘ phe . we Ce et) ie Uy ETE ey os 
a . 4 a) 
‘? y 


‘ nas ; % 


ah) ie 


| 2 ere. Jee: GCE tee Seamer 


ies 


f a ea a EAA eh 
i ' . * - 
0 J : JS 
' fifa « is bachasee be. tie 25 Sern Wee Wp 2) 4c ier 
‘ ie ‘ 
; Ce y : ; aT 
4 hes ; oy 
a ae 7 4 
. y : 
} is 
\ 
‘ 
: - Q 
‘ “ © > e v 
i! i ! : 
. ite > * > 
hal 
sa i 
. bs 
{ ‘ 
. a, 
: ! 
ra 
; oh rf oP) | : 
: ‘ 
' 
. a da 
\ : oA ey 
' ay) 
a a “7 ne ta 
} vi os j re 
+ SSC is fe a) igi Mp wt 
‘ : iy a % a : 
= . a * “ , he } a rs ae ih 7 i 
ape Ae ae > aa mA ' 
sd A Ram ce a Se 
a Mca Cs MT eae 
' \ pA oe ivan Sieh Wg i Ts F 
/ ieee i i : 
A ae i a ls Rie Mia eet 
wt be , af 
2 mt 1 Cen 
No i A al, 
‘ : z 
: bu 
& 


- 10 - 
be deleted from any of the documents on which it is previously shown, 
with a notation that it was returned by the General Accounting Office, 
with the date of such return. (Detailed instructions for the Accountant 
will be contained in the Accounting Procedure.) 

The cases returned or suspended by the General Accounting Office 
should then be turned over to a Clearance Section, which will deal with 
the County or others to the end that the case may again be cleared for 
payment at the earliest possible time. Cases suspended and returned to 
the County which are again forwarded by the County, will not be handled 
as new business by the County, but, of course, will be handled as new 
business within the State Office; that is, a special lot must be made up 
for any such suspended cases coming in from any one county at one time, 
and handled through the several operations of the State Office, as here- 
inbefore outlined. Cases suspended by the General Accounting Office, 
when resubmitted, must be accompanied by the original pre-Audit statement 
of differences, and in addition a memorandum stating what has been done 
to satisfy the suspension, which memorandum may be on the statement of 
differences or on a separate sheet and signed by the certifying officer. 

In connection with applications for payment which are suspended 
in the State Office, such cases will be routed to the Clearance Unit, 
Which will deal with the County Association or others as may be necessary 
in order to put the case in shape for payment at as early a date as pos- 
sible. Here, again, such cases as may be suspended in the State Office 
will not be handled as new business by the County, but will, of course, 
be handled as new business by the State organization in the same way as 


mentioned just above in connection with cases suspended by the General 


Accounting Office. 


setearew att tol 


or An Nig" webtigonsd Lams ry oe 


a thon 


i 5 _.. % 
eerie t Mek so Ses Oi. me 


big sega 4 


is a Jose 


2 


‘fiisk 10 meeetres oi 


774 . ad ; , a 5 ~~ r vo: he A ‘wick age | 


o 4 p- om 
"4 4 
y i agit 
r ‘ 7 
f 
; 
" * 
; ~ & 
4 yal 
Te! ee ee Md 
; ) i a : “ 
tae ' + ) - 
i | C si) ; a : a fn Trent 
. : in 
f ia) : twin wilt —Taheae oe a 


; ‘ Han ye ry Ney ie i “eer 


it i | 
eo Peanapy a. 


; an 


42 
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d. Daily Report 

The Accounting Unit of the State Office will at the close of each 
day's business prepare a statcment showing by County the number end total 
net amount of all applications for payment handed over to the General 
Accounting Office for preaudit. Cases returned uncertified by the 
General Accounting Office will not be shown separately on these daily 
reports by the Accounting Unit, but instead will be deducted from the 
total amount cleared to the General Accounting Office during that day, 
and a net figure shown in the report for the day. In case there are no 
new cases transmitted to the Generel Accounting Office during the day 
on which a case is returned by that office, the Accounting Unit report 
for the day will show a red figure, indicating a returned item. The 
accounting procedure will provide a record from which this daily report 
may readily be prepared. 

e. Handling of Suspended Items 

The supervising examiner of each State Office should review very 
carefully the pre-audit difference statement returned by the General 
Accounting Office with any suspended items. Where these suspensions 
are due entirely to clerical oversights or omissions or technical errors 
of any sort, the matter may be referred only to the County involved. 
However, where such suspension by the General Accounting Office indicates 
a difference in opinion on the part of that office to the examination 
procedure or the policies of the Western Division, such suspended cases 
should be referred to the Executive Secretary for his personal attention. 
If such suspensions indicate that action should be taken by the Western 


Division in Washington to issue such supplemental instructions as may be 


necessary to put the cases in line for payment, such cases should be re- 
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ported as quickly as possible to the Division for proper action. If the 
matter can be reduced to a Night Letter of reasonable length, it should be 
reported in this manner. Otherwise, it should be reported in detail by 
airmail letter. This phase of the work is very important and should be 
reported to this Division at the earliest possible moment in order that 
no delay in taking necessary action to issue new rulings may accur. The 
Western Division will assign one individual or group of individuals to 
assemble these cases from all State offices and when the matter has been 
cleared, so that there will be no further question as to the propriety of 
payment, each of the State offices will be advised of the action taken, 
as well as the problem presented, so that each such office will have cur- 
rent information of what is taking place throughout the Western Region. 


IV. FILING SYSTE 


There will be maintained a file for WR-10s to be filed in accord- 
ance with the serial numbers of such forms, and, of course, separate divi- 
sions in alphabetical order for all counties in the state. Forms WRll 
(and Forms WR-13, if any) will be filed with the WR-10s to which they re- 
late. Forms WR-12 with related Forms WR-12A, 12B and WR-13 willbe filed 
in a separate section, by counties, according to the serial number of 
WR-l2, and in numerical order. All letters and documents of whatever 
nature, which pertain to a single case or farm, will be filed with the 
Report of Performance, WR-10, for that particular case or farm. At the 
head of the section for each county's WR-10s there will be a general 
county folder in which will be filed all correspondence or documents 
(except as otherwise provided herein) which relate to more than one case 


or form or of a general nature for the county. 


A separate file will be maintained for transmittal sheets and lot 
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records which shall be convenient for the lot record clerk. This file 
will be composed of one or more folders for each county in the state which 
will contain all transmittal sheets and all lot records for the county. 

All files which do not logically call for numerical sequence shall 
be maintained in chronological order with papers showing latest date on 
top as the folder is opened. 
V. GENERAL INSTRUCTIONS 

Proper handling of the applications for payment at the earliest 
moment is, of course, the first function of the State office. Of only 
slightly less importance, however, is the accumulation of the statistical 
information as set forth in several letters from this Division. These 
two functions sould proceed together insofar as possible, in order that 
both may be kept current. 


The Executive Secretary shall take steps as may be necessary to 


the end that this Flow Procedure may be made fully effective. 
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George EH. Farrell, 
Director, Westem Division. 
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U. S. Department of Agriculture State and County Code 
Agricultural Adjustment Administration 
Western Division Lot No. 


STATE EXAMINATION OFFICE 


RECORD OF OPERATIONS 


OPERATION _ DATE PERFORMED 

by COMPLETED BY 
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10. Accounting - Sch. of Disb. 


ll. Approval of Ctfy. Officer 


APPLICATIONS SUSPENDED 
SERIAL NUMBERS _ IN OPERATION SUSPENDED BY 
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Am mate nponcan 


U. S. Department of Agriculture, 
Agricultural Adjustment Administration, 
Westem Division. 
SUSPENSE MEMORANDUM 


(One copy to be prepared for each suspended application) 


State County Application Serial Number_ 


(Code) (Code) 


A oo oerat ec came a 
a ere rmeenueeemeemenneneeneeree eee 

; * 
Reasons for Suspension: ee Be 


Suspended [2p pete stata an. ene NM cg A, 5 


In SIPS NES AL aoonk_ ae ec. le sR EE), 


*Note: All reasons for suspension must be clearly stated. In returning Forn WR-10, 
WR-11, WR-12 or any related papers to the County for correction, please call atten- 
tion to requirement that corrections must de initialed. by applicant and a member 
of the County Committee. 
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WR ADM. 4, Supplement (4) 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
WASTERN DIVISION 
Washington, D. C. 


sanuary 7, 19s7 


PROCEDURE FOR THE PREPARATION AND DISTRIBUTION OF FORMS 


ACP=13, ACP-13A, ACP-14, AND ACP-22 COVERING APPLICATIONS 
FOR PAYMENTS APPROVED FOR THE FULL AMOUNT 


General 


1. The procedure previously issued WR ADM. 4 and supplements thereto 
relative to the preparation and distribution of Forms ACP-13B, 
ACP-12A, ACP-14, and ACP~22 is applicable where applications for 
payments have been approved for an initial (90%) payment. 


2. Where the applications for payment have been approved for the full 
payment (refer to WRP-36 Supplement 8 and WRP-36, Part IV, Supple- 
ment 5) the payments shall be scheduled on Forms ACP-13, ACP-13A, 
ACP-14, and ACP-22, in accordance with the procedure hereinafter 
established. 


3. Applications for full payment should not be included on a Form 
ACP-22 coveriug initial payments. Each type of payment should be 
scheduled on separate Forms ACP~22. 


ACCOUNTING UNIT 


Preparation of Forms ACP-13 and ACP-13A 


1. These forms will be prepared in sextuplicate (original and 3 copies 
of ACP-13 and 2 copies of ACP-134). The Forms ACP-13A should be 
handled in such a manner that only the information called for in the 
heading and in Columns (a), (bd) and {d) is shown thereon. Applications 
should be listed in numerical order, double spacing between lines. 
Complete such forms as follows: 


a. Fill in all information called for in the headings of Forms 
ACP-13 and ACP-13A. Enter in the heading of the fourth column 
of ACP-13 the percent of deduction approved for the county as 
provided in WR-ADM. 7. 


b. In the first column enter the application serial number. 
c.- In the second column enter the name and address of applicant. 
d.- In the third column of ACP-13 enter the gross amount shown on 


the first line of the Certificate of Administrative Officer on 
the apolication. (This amount must not be shown ACP-13A.) 
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e. In the fourth column of ACP-13 enter the amount shown on the second 
line of the Certificate of Administrative Officer on the application, 
(This amount must not be shown on ACP-12,.) 


f. In the fifth colum of ACP-13 and in the fourth column on 
ACP-13A enter the net amount due payee shown on the third line 
of the Certificate of Administrative Officer on the application. 


Verification of Forms ACP-13 and ACP-13A 


Forms ACP-13 and ACP-13A shall be verified by a verbal comparison with 
the apolications. After all entries on the Form ACP-1%3 have been verified, 
an adding machine total of each column (gross amount, deduction, and net 
amount due) will be made and checked to similar adding machine totals 
made from the applications. The totals of the corresponding items must 
agree and may then be typed on the Form ACP-13. The sum of the totals 
for "Deduction" and "Net Amount Due" must equal the total in the column 
"Gross Amount". A further check may be made by determining that the 
total for "Deduction" agrees within a few cents with the figure obtained 
by multinlying the total for "Gross Amount" by the percent in the heading 
of the column "Deduction". 


Preparation of Form ACP-14 


Form ACP-14 shall be prepared in accordance with the procedure heretofore 
issued. The amount to be entered on Form ACP-14 is the total of the Net 
Amount Due" column on the corresponding ACP-13. 


Preparation of Form ACP-c2 


Form ACP-22 shall be prepared in accordance with the procedure heretofore 
issued except that -- 


1. The satals for gross amount, deductions, and net amount due, shown 
in the third, fourth, and fifth columns, respactively, of Form ACP-13 
shall be entered on Form ACP-22 in the columns provided therefor. 


2. Form ACP-22 for full payments may involve applications for payment 
from more than one county, but must not include any applications 
approved for an initial payment. 


Distribution of Forms ACP-13 and ACP-13A 


The State Office will retain one copy of ACP-13 and transmit the 
original snd two copies of ACP-13 and two copies of ACP-134 to the 
General Accounting Office. The General Accounting Office will retain 
one copy of ACP-13 and trensmit the original and one copy of ACP-13 and 
two copies of ACP-13A to the Regional Disbursing Office. The Regional 
Disbursing Office will retain the original of ACP-13, return the copy 
of ACP-13 to the State Office and transmit the two copies of ACP-135A to 
the County Office with the checks. 
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The distribution of Fotm ACP-13 for full payment differs from the 
distribution of Form ACP-13B for initial payments, in that, under 

the latter, one extra copy of ACP-13B is sent to the General Account- 
ing Office and is returned to the State Office bearing the approval 
of the General Accounting Office. This approved copy will be used 
in scheduling the final payments for the payees listed on such ACP- 
13B. When full payments are made it is not necessary to provide an 
extra copy of Form ACP-13. In the event the State Office desires 

an extra copy of ACP-13, which is to be approved by the General 
Accounting Office and returned to the State Office, such arrangement 
should be worked out with the General Accounting Office for the State. 


G- Distribution of Forms ACP-14 and ACP-22 


The orocedure heretofore issued with resvect to the distribution of Forms 
ACP-14 and ACP-22 is applicable and shall be followed. 
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WR-ADM-4, Supplement 7 


Pe ie UNITED STATES DEPARTMENT OF AGRICULTURE 
\ ki’ \) AGRICULTURAL ADJUSTMENT ADMINISTRATION 
\" | WESTERN DIVISION 

Oe Ae 24 Washington, D.C. 


February 11, 1937 


PROCEDURE FOR THE PREPARATION AND DISTRIBUTION OF FORMS ACP-13C, ACP-14.AND ACP-22 
COVERING FINAL PAYMENTS TO PRODUCERS WHO HAVE RECEIVED AN INITIAL (90%) PAYMENT 


A. Preparation of Form ACP-13C 


ie 


Form ACP-13C shall be used for scheduling final payments to producers who 
have received initial (90%) payments. The data will be obtained from the 
AQP=13B forms. 


Only those application serial numbers for which an amount has been entered 
in column (f) of Form ACP~13B shall be listed on Form ACP-136. 


Prepare Form ACP-13C in sextuple as follows: 
@. Fill in the heading of the form in the regular manner. 


b. Enter the application serial number, and the name and address of the 
payee, in the columns provided. 


c. Enter in column (c) the amount shown in column (f), Form ACP~13B under 
such application serial number. 


dad. Enter on the last sheet of Form ACP-13B in the space provided, the 
total final payment shown in column (f) of the last sheet of Form 
ACP-13B. 


e. Enter the total initial payments, the total deductions and the total 
gross amounts in the spacesprovided. These data will be obtained from 
the bottom margin of the last sheet of Form ACP-13B. (Refer to 
paragraphs K and L of WRP-36, Part VIII.) 


f. Enter in the space provided after the words "Association expense"! 
the percent of deduction for local administrative expenses for the 
county as provided in WR-ADM-7. 


B. Verification of Form ACP-1306 


l. 


Forms ACP-130 shall be verified by a verbal comparison with the Forms 
ACP-13B. An adding machine total shall be made of the amounts entered 

in column (c) of ACP-130 and checked against the total entered for such 
column. The total entered for total gross amounts must be the sum of 

the total final payments, plus the total initial payments, plus the total 
deductions.’ A further check may be made by determining that the figure 
for total deductions agrees within a few cents with the figure obtained 
by multiplying the total for gross amounts by the percent of deduction 
for local administrative expense. 


Enter below the line "Checked by" the sum of the "Total final payments" 
and the "Total deductions". mter the words "Final Gross" immediately 
preceding such entry. 


Preparation of Form ACp-14 


Form ACP-14 shall be prepared in accordance with the procedure heretofore 
teguéd. the Browne to be entered on Porm MOPel a ensnes total ofvce lmmamae 
on the corresponding ACP-13C. 


Preparation of Form ACP-22 


Form ACP-22 shall be prepared in accordance with the procedure heretofore 
issued except that -- 


1. The entry in the column "Gross Amount" shell be the amount shown in the 
bottom margin of Forms ACP-130 after the words "Final Gross". 


2. The entry in the column "Deductions" shall be the amount shown on Form 
ACP-13C on the line "Total deductions". 


3. The entry in the column "Final Net Payment" shall be the amount of final 
payment .to the payees as showm on Form ACP-1¢0 and on the corresponding 
Form ACP-14. 


4. Enter the totels for the columns in the space provided. 


a. The total of the column "Deductions" plus the total of the column Net 
Amount Due" must equal the total for the column "Gross Amount”. 


Distribution of Forms ACP-130, ACP-14, and AcP-22. 


Forms ACP-13G shall be distributed in the same manner as Forms ACP-13 Revised 
(refer to Supplement 5, WR-ADM-4). Forms ACP-14 snd AOP-22 shall be dis- 
tributed in accordance with the procedure heretofore issued. The Forms 
ACP-13B on which the final payments were computed must be transmitted to the 
General Accounting Office with the related Forms ACP-13C, ACP-14, and ACP-22. 


Suspensions by General Accounting Office. 


1. Where the amount of final payment approved for an application on Form ACP- 
130 is incorrect and this is due to an error in comoutation or entry, the 


entire voucher (Forms ACP-14, ACP-13C, and ACP-133) will be suspended by te 


General Accounting Office. The data for such voucher will be deleted from 


the Form ACP-22 by the General Accounting Office. The Forms ACP-14 , ACP-130, 
and ACP-13B will be returned to the State Office together with the preaudit 


difference statement. 


a. The suspended item shall be handled in accordance with the procecure 
previously issued in order that the accountant may make the necessary 
adjustments and that the records of the State Office may be corrected. 


b. After the Form ACP-136 has been corrected it may be re-submitted to the 


General Accounting Office in accordance with the regular procedure. 
The preaudit difference statement, with a memorandum of explanation 
signed by the certifying officer, should accompany the voucher forms. 


eer 


Where the amounts scheduled on a voucher are correct and after receipt of 
such voucher in the General Accounting Office it is determined that an 
epplication listed thereon should not have been included because of a 

claim or adjustment in connection with such case, the General Accounting 
Office will suspend such case «°° in the same manner as suspensions are made 
on initial payments. 


@. The data for such application will be deleted from the Form ACP-13¢ 
end the totals on Forms ACP-136, ACP-14, and ACP-22 reduced accordingly 
by the General Accounting Office. 


b. A preaudit difference statement covering the case will be transmitted 
to the State Office. The preaudit difference statement must be handled 
in accordance with the procedure heretofore issued. 


c. If it is later datermined that no adjustment or claim is to be allowed, 
and the amount previously suspended is to be approved to the same payee, 
the case shall be re-submitted in the regular manner. A copy of Form 
ACP-13B must be prepared and be submitted with the new voucher forms and 
the preaudit difference statement to the General Accounting Office. 


(1) The Forms ACP-13B prepared fot such case must contain all information 
in the heading of the previous Form ACP-13B, but only the data for 
the re-submitted case should be shown in the various columns. 


Where cases described in 1 and 2 above are both scheduled on the same Form 
ACP-13C the General Accounting Office will suspend the entire voucher as 
in 1 above. The preaudit difference statement transmitted to the State 
Office with the suspended voucher will list both types of suspensions. 


a. The preaudit difference statement shall be handled in accordance with 
existing procedure except as provided herein. 


b. After the Form ACP-13¢ has been corrected it shall be re-submitted as 
provided in 1 above, except that the preaudit difference statement must 
contain a memorandum relative to the case/s covered in 1 above, and also 
a statement to the effect that the case/s covered by 2 above will be 
submitted at a later date. 


ce... The case/s covered by 2 above, when subsequently submitted as in 2 
above, must be accompanied by an explanation relative to such case/s. 
In addition thereto there must be submitted a statement to the effect 
that the preaudit difference statement was previously returned with 
the corrected Form ACP-13¢ and reference must be made to the admin- 
istrative number of such Form ACP-13C and to the Bureau Schedule Number 
of Form ACP-22 under which such Form ACP-130 was included. 


In the event the final payment on an application was suspended by the 
General Accounting \ffice, for the reason set forth in paragraph 2 above, 
and it is determined that the final payment will be made in accordance 
with the procedure set forth in WRP-36, Part VI, the preandit difference 
statement (refer to paragraph 2 above) or the statement of explanation 
(refer to paragraph 3 c above) must accompany the corrected application 
epproved under said procedure. 
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WR - Adm - 5 pe | Issued October 7, 1936 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 


: aad 
ORDER WITH RESPECT TO PAYMENTS UNDER THE 1936 
' AGRICULTURAL CONSERVATION PROGRAM 
WESTERN REGION 


| WHEREAS, under the provisions of Section 6, Part. II, of Western 
Region Bulletin No. 1, Revised, as amended, the rates of payments specified 
in Sections 2, 3, 4 and 5. Fart Il, ef: said culletin are based upon an 
estimate of available funds and an estimate of approximately 80 percent 
participation by farmers in the 1936 Agricultural Conservation Program in 
the Western Region,. and it is also provided in said Section bp Partition oF 
said bulletin that, if participation in the Western Region exceeds or is 
less than said 80 percent, then the rates of said payments in the Western 
Region may be decreased or. increased pro rata, as the case may be, pro- 
vided that in no event will such rates be decreased or increased by more 
than 10 percent; and | | | | 


WHEREAS, under the provisions of Section 10, Part II, Of Gala 
bulletin it is provided that, in computing payments under the 1936 
Agricultural Conservation Program, there shall be deducted from the pay- . 
ments to any person with respect to a farm or farms ina county all or 
such part as shall, under rules prescribed by the Secretary, be deter- 
mined to be such person's pro rata share of the estimated administrative 
expenses incurred and to be incurred by the County Agricultural Conser- 
vation Association of the county in which such farm or farms are located, 
in cooperating in carrying out in such county the 1936 Agricultural Con- 
servation Program; and 


WHEREAS, most farmers participating in the 1936 Agricultural Con- 
servation Program in the Western Region have completed the practices in 
connection with which payments are to be made under said programs, and 


WHEREAS, at this time it is impossible to determine the full ex- 
tent of participation by farmers in the 1936 Agricultural Conservation 
Program in the Western Region and therefore to determine the adjustments, 
if any, to be made in the rates of the payments specified in Sections ey 
3, band 5, Part II, of said bulletin, and the deductions for adminis- 
trative expenses, which may be made under said program; 


do hereby order: 


(1) That pending determination by the Secretary of Agriculture 
of the adjustments, if any, to be made in the rates of the payments 


ates a 


specified in sections 2, 3, 4 and 5, Part II of said bulletin, and the 
determination of the deductions for administrative expenses, there shall 
be made, as soon as practicable, with respect to each Application for 
Payment, Form WR-11 or Form WR-12, duly executed in accordance with the 
applicable rules and instructions, an initial payment equal to 90 per 


.cent of the total payment computed in accordance with the rates, and 


subject to the conditons, in effect under said programas of the date 
hereof, and Me 


(2) Subsequent to the date of such determinations, there ghall 
be made with respect to each Application for Payment,. Form WR-11 or 
Form WR-le, duly executed in accordance with the applicable rules and’ 
instructions: 


(a) To each person entitled thereto who has not previously 
received an initial payment pursuant to the paragraph numbered "(1)" 
above, one full and final payment; and ey 


(b) To-each person who has received an initial payment pur- 
suant to the paragraph numbered "(1)" above, the balance of the payment 
to which he may be entitled. 


IN THSTIMONY WHEREOF, H. A. Wallace, 
Secretary of Agriculture, has here- 
unto set his hand and caused the 

(S BA BL) official seal of the Department of 
Agriculture to be affixed in the 
City of Washington, District of 
Columbia, this 7th day of October, 


1936. 


Dt AtAr eat-te ce 


Secretary of Agriculture 


